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PREFACE. 

Bnsmess is rapidly becoming a scienoe. The best thoughts of the brainiest men of the times are 
being devoted to the great profession of business : — "the profession of professions,'* whose purpose is 
the development, cultivation, and economic administration of the great commercial and industrial 
activities which directly affect the social and political relations and conditions of all peoples and nations. 
Every discovery and invention that will save labor and time is hailed with delight, and is at once 
applied and soon becomes a part of the great machinery of business. 

To keep step with the "March of Progress" in other directions in the business world, this work 
has been prepared. It claims attention because of the following points of superiority : 

Logical Arrangezaent of Subject Matter. — Beginning with the simplest princi- 
ples that lie at the basis of business and bookkeeping, and developing the subject by inductive reasoning 
and philosophical thought-processes, the student is led to a thorough and comprehensive knowledge 
of the science of Bookkeeping, as applied in recording the transactions of commerce and manufacture. 

From the very first the work is placed upon a philosophical basis. The "Philosophy of Business" 
illuminates the first principles upon which the entire system of accounts is built. The science is then 
unfolded in a manner that will at once fasten the attention and develop the mental powers of the 
learner by easy natural processes. 

Theory and Practice. — ^These are treated as one and the same thing, for correct practice 
necessitates correct theory. Theory is the soul ofprcusUce. Impracticable methods are entirely elimi- 
nated, and nothing whatever has been admitted " for purposes of instruction, " etc., that is not found in 
general use among practical accountants. This is emphasized under the head of "Points of Supe- 
riority" on the following page. 

A U thorship, — A feature in this work is, that to the hard-headed, practical methods of the busi- 
ness man and experienced accountant in the office, have been added the clear diction, scholarly finish, 
logical arrangement and philosophical treatment of the educated teacher who is thoroughly conversant 
with the requirements of the school room. This "golden mean" combination of talent has secured a 
really prcustical work and at the same time preserved the essential qualities of a good teaching book. 

While the work has been prepared specially for use in the institution fix)m which it emanates, and 
has in many particulars been constructed along lines entirely different from its predecessors, it is believed 
a careful inspection will win for it a host of friends in the educational and business world. 

THE AUTHORS. 



POINTS OF SUPERIORITY. 

1. Use of practical forms from the b^inningy combining the Day-book and Journal and ^liawM^ing 
their use entirely as separate books. 

2. The Law of Debits and Credits subdivided, showing every possible application to all the 
principal accounts, resulting in an Encydopcsdia of DebUa and OredUa. 

3. The Summarization of these special applications into general laws, which are again sunmiarized 
into the General Law. 

4. The relation of accounts and their uses, explained and illustrated by a process of logical induc- 
tion and philosophical reasoning, not found in any other work. 

5. The practice work illustrated by a continuous business, instead of numerous short and unbusi- 
ness-like sets, as is customary. 

6. A system of references to specific applications of the laws of debits and credits, making simple 
ihe most difficult transactions. 

7. Thorough drills in Ledger closing. Balance Sheets, Statements, etc., closing only accounts 
flhowing losses and gains in the Ledger. 

8. The introduction of the Cash, Sales, Livoice and Bill-books, as books of original entry, in the 
early part of the work. 

9. Special rulings for Bills Receivable, Bills Payable and Personal accounts which greatly lessen 
Ihe work and liabilily to error. 

10. Litroduction of special drills for each new feature of accounts as presented in the r^ulai 
course of business. 

11. The receiving and giving of all the necessary business papers, making the original entries 
entirely and directly from the vouchers as presented and issued, thereby securing the advantages of 
'^ business practice'^ from the start, if desired by the teacher. 

12. The introduction of special commercial calculations at the time they are needed, which is 
immediately preceding the point where they are applied in the recording of the business transacted. 

13. The answering of the '^Business Man's Questions'' which develops a familiarity with the fads 
!in demand from the bookkeeper, in the counting room. 

14. A. chapter on General Liformation containing practical hints and sensible points as gathered 
from leading accountants and practice in the counting room. 

15. Practical Conunercial Calculations, which is a compilation of the actual problems that have 
been presented for adjustment to a practical Expert Accountant of fourteen (14) years' experience^ as 
well as from other sources of standard authority. 

16. The rounding up of a thoroughly practical course of accounting and praotioe as exemplified in 
the best business houses of this progressive age. 



THE PHILOSOPHY OF BUSINESS. 

BUSINESS THE BASIS OF BOOKKEEPING. 

START Before entering upon the study of a new subject, it is well for the learner to 
mOHT, become familiar with the principles, causes, and conditions, which lie at the basis or 

beneath the surface of the subject to be considered. 
SOOKKEEI^ING ^ Bookkeeping is incidental to the more important and complicated processes 
A RESULT, involved in the transaction of business. The business itself is paramount; the 

NOT A CAUSE, recording of these transactions is secondary, and follows as a natural sequence. 

' Business is transacted in accordance with certain, well-established, economic, and social principles, 

and to a brief discussion of these principles your attention is invited. 

yTHY THINGS 'The desire to exchange something which we have, the product of our 

ARE EXCHANGED own labor or skill, for something we do not have which will serve to 

(BOUGHT AND SOLD). . c ^ a \. - '-u*. •*• 

^ ^ increase our comfort and happmess, is an inherent propensity in man. 

*The individual member of society in its most primitive condition readily understood the advantage 

of exchanging the surplus of something he had for something he did not have and which would 

contribute to his well-being. The hunter exchanged his fur skins for powdtr and lead, and those 

who tilled the soil exchanged the surplus products of their crops and herds for implements, clothing, 

and other necessaries, as well as luxuries, which they could not produce themselves. ^ On the same 

principle the modem business man endeavors, by a multiplicity of exchanges, to increase his wealth 

and accumulate property, in order to secure a surplus which he may expend for the necessaries of life 

and the gratification of his desires. 

*So important is this truth that it is a cardinal principle of social ethics that the accumulation of 

wealth is justified only when inspired by a desire to provide for the comfort and happiness of ourselves 

or those dependent upon us, or when used in contributing toward the well-being of the community in 

which we live. 

MANS RIGHT ^ '^^^ desire to secure not only the necessaries, but also the luxuries of life, is 

TO PROPERTY, so general that it is defined as a **Law of Nature." 'This law is based on man's 

ncUural right to the possession and disposal of property in any form, which is the product of either 

his labor, skill, or talents. 

BARTER AND 'The exchange of property for property, which is yet practiced in remote 

TRADE. communities, was called barter^ or trade. In early times those who were thus 

engaged were known as traders. The hunter bartered his furs for powder and lead; the farmer 

traded his wheat for plows. 

MONEY ^ '"The difficulties of barter — that is, the exchange of property for property — were 

ITS ORIGIN so many that it became necessary to adopt some measure of value with which to 

AND USE. facilitate exchange. The farmer with a surplus of wheat to dispose of, could not 

find the foundryman who had plows to trade for the wheat. " This led to the adoption of some 

commodity, which could be used, first: as a standard measure of value; second, as a medium of 

exchange, "This commodity is called money. The American Indian's money was known as 

''wampum," and consisted of small shells through which holes were punched, so that they might be 

conveniently carried by placing them on a string. Other countries and nations had each its special 
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article or commodity which was used as money, or medium of exchange, and which was always selected 
because of its r^;»;»^7;t 2<^^ among all classes and conditions. "In modern civilized countries money 
consists chiefly of gold and silver coins or their paper representatives. 
yALUE,— "The value of property is determined by its purchasing power. "This pur- 

WHAT IS IT? chasing power (value) is relative, depending upon the law of supply and demand. 
"Those who create the supply zx^ producers; those who create the demand are consumers, A pound 
of butter, in the hands of the farmer who produced (supplied) it, has a smaller purchasing power, and 
hence a less value than it has in the hands of the retail merchant located where it is in demand by 
the consumer. " The relative value of an article is determined partly by location, increasing as it 
approaches the place of consumption. A box of oranges worth $1 to the grower in Florida, is worth 
$2 to the one on whose table they are consumed in Baltimore. A suit of clothes worth $25 to the 
manufacturer in Baltimore, is worth $85 to the orange-grower in Florida. 
EXCHANCrES,^ "When persons contract to make an exchange of property, mer- 

HOW ARE THEY MADE? chandise, money, or other representatives of value, if the transfer is 
made by both parties at the same time^ the transaction is then complete; "but if one party makes the 
transfer to the other, and the transfer by the second party in payment is deferred to some future time, 
the first party is said .to give the second party credit; *and the interval of time between the transfer 
by the first party and the payment by the second is called the term of credit. "Credit, therefore, is 
trust given or received,^— mercantile reputation, which entitles us to give or receive goods, money, or 
other property on promise of after-payment. "This promise of after-payment is known as a debt. 
"The person who owes the debt is the debtor^ and '*the person to whom the debt is owed (the one 
who gave credit) is the creditor. " The record of such a debt is called an account, and " when kept 
with a person, is called a/^rj^?na/ account. " This promise, when in writing, becomes 2ipromissory note, 
mxyiT-Q "The exchange of goods, property, and other representatives of value 

WE HAVE between states, countries, and nations is called commerce. "A like traffic in 

BUSINESS AND values between individuals is called business; "those engaged in it are 

merchants; "the commodities bought and sold are generally called merchandise. 
"Other forms of value are found in bonds, mortgages, real estate, stocks, inventions, etc. "When 
the value of the property purchased is greater than the value of the property given in exchange, the 
diflference is called profit; •*when less, it is called loss. "As we have seen, the exchange of value is 
the basis for all business activity. "Therefore, in every business transaction ^ there is an exchange oj 
property^ use or service y or other representative of value, present or deferred, " The record of these 
transactions is kept in books, and for this reason is known as bookkeeping. 

_ "Bookkeeping is both a science and an art. It is based on certain fixed 
BOOKKEEPING . 

A SCIENCE principles (some of which have been indicated) which have been induced from 

AND the requirements of the commercial and industrial activities and derived from 

AN ART 

established custom and utility. "These principles have been formulated into a 

General Law which has been adopted in all countries, and which governs in rU cases, and under all 

conditions. In this sense it is a science. ^ In its practical application, in the accurate f ecording 

of business affairs, it is an art. The student, therefore, must master this Law, and apply it with 

accuracy and rapidity before he can expect to become proficient. 

MODERN **The principles of accounting were first formulated, in a crude way, in 1495, by a 

METHODS, friar named Lucas di Vergo. While these principles have remained, their application 

to the necessities of modern business has changed with the gradual advancement of business itself, 

until the bookkeeper of to-day employs but few of the forms and methods that were used even a few 

years ago. From crude and cumbersome processes of entry and transfer, have been evolved brief 

systems and simple methods which produce the exact results required with the least amount of labor 

and in the shortest time. 
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BOOKKEEPING. 

42. Bookkeeping. — Keeping a systematic record of business transactions in books is called 
bookkeeping. Since the chief feature of this record is that of accounts, it is also called accounting. 

43. The Object of bookkeeping is to show the amount of money, goods, and other property 
received, disposed of, and on hand; credits received and given; losses and gains resulting from the 
exchange of values; the resources, liabilities and general status of the business, whether belonging 
to a person or a firm. 

44. A Resource is anything of value belonging to a person or business, such as cash, 
property, or debts owing to the business. (See "'" and ".) 

45. A LiBbilitjT is any debt owing by a person or business. 

46. An Account is a group or collection of items or transactions of the same kind or nature, 
showing the dealings of the business with persons, property, etc. 

47. The Ledger is the dook of accounts. It contains a condensed, permanent record of debits 
and credits, each item being placed under its proper heading or account. While the form of an 
account may vary in some respects, the usual form is the one shown below. Notice that the account 
has two distinct parts ^ — the left-hand side for debits, the right-hand side for credits. 



Dr, 



LEDGER ACCOUNT. 



Cr, 







Debits. 












Credits. 






Year. 




Explanation when 


Page of 
book 






Year. 




Explanation when 


Page of 
book 

• 






Month. 


Day. 


used, but gener- 
ally omitted. 


contain- 
ing 
original 
entry. 


Dollars. 


Cents. 

* 


Month. 


Day. 


used, but gener- 
ally omitted. 


contain- 
ing 
original 
entry. 


Dollars. 


Cents. 

1 



48. Other Books Used. — Sometimes the Ledger is the only book in which the record of 
transactions is written. It is then a book oi complete record; ^but generally the transactions are first 
written in some other book, known as a book ol original entry , The books of original entry vary in 
number and name, according to the needs of the business and the purpose for which they are used. 

50. The simplest book of original entry is the Day-book, which, as its name indicates, is a book 
in which is written a memoranda of business transactions as they occur from day to day ; but it is 
now seldom used, and then only in small businesses, or for making a temporary memoranda from 
which the bookkeeper afterward makes the more careful and permanent record in the proper books. 
This temporary memoranda is written hastily, usually with a lead pencil, hence, the Day-book is 
often spoken of as the ** Blotter." (See 211.) 

51. SpeciSil Books. — But the transactions in a modem business house are usually classified 
as they occur and are entered directly into books, which have been especially prepared to receive 
that class of accounts. They are known as the Cash-book, Invoice-book, Sales-book, Bill-books, 
etc. These take the place of the Day-book, and thus become books of original entry. They will be 
introduced and explained as the student advances, and occasion arises for their use. 

52. Debit Stnd Credit. — Business transactions affect accounts in two ways — ^by debits and 
by credits. "The terms dedit and credit are used to designate the effect of a transaction upon the 
financial relations between a debtor and a creditor ; hence, the abbreviations, Dr., Cr. ^In a book- 
keeping sense, these terms are applicable, not only to persons (see *"/), but also to property and uses 
or services with which we have accounts. 
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55. Law of Debits and Credits. The Science of Accounts is based upon certain laws 
or principles that are unchangeable. The following general and specific statements, based upon the 
General Law of debits and credits, are intended to show the application of these principles to 



Dr, 



AN ACCOUNT. 



Or. 



56; On the Debit side of an account is recorded 
what comes into the business, or that which costs 
value. 

58. When a thing is received its account is debited. 
Thus— 

a. When cash is received, Cash is debited. 

b. When merchandise is received (or bought), Mer- 

chandise is debited. 

c. When others' notes and acceptances are received. 

Bills Receivable is debited. 

d. When our notes and acceptances are received 

(back). Bills Payable is debited. 

60. When a thing costs value, its account is debited. 
Thus — 
f. When we receive the use of money from others, 
we debit Interest, because it costs value. 

62. When a person (the receiver) receives something 
of value yr^nf us, without giving value in return, 
we debit that person. 



57. Oil the Credit side of an account is recorded 
what goes out of the business, or that ivhich 
produces value. 
59. When a thing is given, its account is credited. 
Thus— 
e. When cash is given (or paid), Cash is credited. 
/. When merchandise is given (or sold), Merchandise 

is credited. 
g. When others* notes and acceptances are given (up). 

Bills Receivable is credited. 
h. When our notes and acceptances are given. Bills 
Payable is credited. 
61* When a thing produces value, its account is 
credited. Thus — 
;. When we give the use of money to others, we 
credit Interest, because it produces value. 

63. When a person (the giver) gives something^ of 
value to us, without receiving value in return, 
we credit that person. 



GENERAL LAW 



OP 



DEBIXS AND CREDITS. 



64. Debit— {a) the Receiver,* {b) the Property, {c) 
Use or Service received, or — (d) That which 
costs you value. 



65. Credit— {e) the Giver/ (/) the Property, {g) 
Use or Service given, or— (A) That which pro- 
duces you value. 



*The terms **Beoeiver" and ** Giver*' zefer to all persons other than yourself, or ontflfde your own bturin* 
Remember, you are keeping ycur books, not those of the persons with whom yon do business. 

SUMMARY. 



66. Debit— what is received and who or what 
costs value. 



67. Credit— what is given and who or what 
produces value. 



In studying the following pages memorize only the SVLD12a.SLTy shown under the explanation 
of each account. 

The explanations just preceding the summary are intended to cover every case in which the 
account can be debited or credited. They are only intended to be explanatory, however, and will be 
referred to in the following work when the student might have difficulty in applying the special law 
for each account as stated in the summary. 

A thorough understanding of the General Law oi debits and credits is absolutely necessary to 
the student in taking up the study of bookkeeping, and consequently it should be memorized word 
for word. The General Law is derived from the principles involved in the statements made as to 
when **An Account'* should be debited and credited. These principles in turn are derived from those 
contained in the ** Philosophy of Business,** page 1. Therefore, frequent reference should be made 
to that article, and each paragraph should be carefully studied and understood by the student. It 
must be remembered that the instructions and information which are contained in the subjects to 
follow cannot be understood thoroughly, unless you give close attention to these principles. 

Note.— We have adopted the plan of addressing the reader in the first person, using as nearly as possible the same 
language a teacher would employ in instructing the student personally, believing the information thus given wiU be more 
clearly understood than when using an impersonal style of expression. 

55-67 
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CASH ACCOUNT. 

68. The ObjBCt of this account is to show the receipts and payments of cash and the amount 
an hand, . *The term cash includes gold, silver, and other coins, bank notes, U. S. Treasury notes, 
money-orders, bank drafts, checks, and whatever else is, by custom or usage, received or given as 
money. 

From the General Law (64-67) we deduce the following for debiting and crediting — 

CASH. 



70. Debit Cash 

a. For amount of cash on hand at the beginning of 

business. 
d. For all cash subsequently received. (See 69.) 



71. Credit Cash 

c. For all cash paid out. 

d. For all cash loaned or lost. 

e. For all checks issued when no bank account is kept 

in the Ledger. 



SUMMARY. 



72. Debit— ioT all cash received. (68) 

74. The Difference (if any) between the two sides of 
Cash will always show a debit balance, which is 
a resource (44) equal to the amount of cash on 
hand. 

76. The credit side of the account can never be the 
larger, since it is impossible to pay out more 
cash than is received. 



73. Credit— ioT all cash given, or parted with. (69) 

75. To close the cash account, write on the Cr. side 
(in red ink), the date, the amount on hand, 
and the word ''Balance." Then rule and foot 
as shown in the model below, and bring down 
the "Balance" on the opposite side in black 
ink. (Sce»^.) 
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EXAMPLES OF BUSINESS TRANSACTIONS FOR CASH ACCOUNT. 

The student will write the Ledger account for the following transactions. Look up the refer- 
encTSS in parentheses, and become familiar with them in order that you may, hereafter, be able to 
debit and credit Cash correctly. 



July 2, Cash on hand (70a) $260. 

8, Paid cash (71^:) 70. 

6, Gave check for (71<) 40. 

10, Received cash (70^) 160. 

16, " '*(**) 76.50 



July 20, Paid cash (71^:) |16.60 

26, Gave check for (71^) 100. 

26, Received cash (70*) 96. 

80, Paid ** (7U) 16. 



Results Shown. 

Total receipts of cash, $680.60 

" payments of cash, 240.60 

Balance of cash on hand (74), (resource) $840. 



«8-7ft. 
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ERCHANDISE ACCOUNT. 

77. The object of this account is to show the purchases and sa/es of merchandise, and the 
amount gained or lost as a result of such dealings. Merchandise is a general name given to the goods 
in which we deal. 

From the General Law (64-67) we deduce the following for debiting and crediting — 



MERCHANDISE. 



70. Delbit Merchandise^ 

a. For the "Inventory," or stock of goods on hand at 

the beginning of business. 

b. For all merchandise bought. 

c: For all goods returned to us after being sold and 
credited to Merchandise. 

d. For ** shortage," "damage," or "overcharge" 

claims allowed on goods previously sold. 

e. For merchandise-discounts,* or for the debit excess 

of " Mdse. Discount " account at time of closing 
the Ledger. 
/! For freight and drayage, storage, insurance, or 
other charges, unless separate accounts are kept 
for such outlays.! 



80. Credit Merchandise— 

g. For all merchandise sold. 

A. For goods returned by us after having been bought 

and charged to Merchandise. 
1. For merchandise taken from stock for private use, 

donation or shipped on commission. 
/.For "shortage" or "damage" claims allowed 

(on goods we buy) after the full amount has 

been debited, t 
k. For merchandise-discounts,* or for the credit excess 

of " Mdse. Discount " account at time of closing 

the Ledger. 
/. For insurance received on goods damaged or 

destroyed by fire, etc. 
m. Before closing the account to show the loss or 

gain, enter on this side (in red ink) the value of 

goods on hand, using the word "Inventory." 

(See 88-«* • also ^b.) 



SUMMARY. 



81* Debit— 'ioT all purchases, costs, and allowances io 
others. (66) 



82. Credit — for all sales, and for allowances from 
others. (67) 



83. To find the gain or loss on Merchandise, add the ** Inventory," or value of 
goods unsold, to the credit side of the account. ^ The difference between the two sides will then 
show the gain or loss, — ^.gain if the credit side is the larger, a loss if the debit side is the larger. 
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* Disconnts aUowed on bills paid before they are due. 

t In which case the '* Freight and Drayage," *' Storage," " Insuranoe," or other accounts repreeenting direct outlays 
on merchandise should be closed into Merchandise before the latter is closed to show the loss or gain. (See ^^6.) 

X This really onght never to occur in business, yet it sometimes happens, through an oversight, that a bill of goods 
is debited to Merchandise and entered on the books before the shortage or damage is discovered. 

77-84. 
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EXAMPLES OF BUSINESS TRANSACTIONS FOR MERCHANDISE ACCOUNT. 

The student will write the Ledger account for the following transactions. Trace each trans- 
action from the memoranda to the account, looking up the references in parentheses so as to 
ascertain reasons for the debits and credits. (See script form of merchandise account on the preced- 
ing page.) 



Aug. 1, Bought merchandise for cash (79^), 9»00. 
4, Sold merchandise for cash (80^), . . 8555. 
6, Bought merchandise on my note 

(79^), 490. 

8, Sold H. A. Wise merchandise on 60 

days' time (80^), 846. 

11, Bought merchandise on my note 

(79^) 625. 

15, Bought merchandise from A. B. 

Congling on account (79^), . . . 200. 



Aug. 17, Sold W. M. Batters on his note, 

merchandise (80^), $575. 

20, Sold R. B. Bidwell on his note, 

merchandise (80^) 180. 

24, Bought from W. M. Ward on 
account, merchandise per bill 
(79<J), 260. 

29, Sold merchandise for cash (80^), . 1000. 

31, Inventory of merchjmdise on hand 

(80»f), 800. 



HOW TO FIND THE GAIN ON MERCHANDISE FOR THE MERCHANDISE ACCOUNT 

ON PAGE 6. 

For Instructions See 88. 

Operation, 

Amount of merchandise sold, or total sales (credit side), $2425. 

Amount of merchandise unsold (Inventory) added, 800. 

Total, 2726. 

Amount of merchandise purchased (debit side), subtracted, 2265. 

Amount gained (excess of Cr. side), $460. 



STUDENT ACCOUNT. 

84. This account represents the owner or proprietor of the business, who invests his money for 
the purpose of securing a gain. (See 5.) 

In the illustration of the Cash account on page 5, the first transaction, July 2, shows the amount 
of cash on hand to be $260. This is invested by the owner or proprietor as a capital with which to 
begin business. 

We will suppose you (the student*) are the one who invested the money. As you gave it to the 
business, you should be credited with it. See 204^ page 51. 

From this we deduce the following : 

Credit the Proprietor for the capital invested. 

Illustration. 

_ • 

Transaction: — Sept. 1, Began business with Cash on hand, $6000. 




iij 



.^^/t^'/ 



^OOO 



^Whenever you are Instracted to write the word ^'Student," write your own name Instead. 



84. 
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CASH AND MERCHANDISE ACCOUNT. 

From the following transactions three accounts are to be written, — one for Student, one for 
Cash, the other for Merchandise. Before writing these accounts, however, read the instructions in 
paragraph 85. 



TRANSACTIONS FOR PRACTICE.— SERIES 1, SET 1. 



Business Memoranda. 



Sept. 1, Began business with cash on hand 



(70fl), $6000. 

Bought Mdse. for cash (79^71^, . . 400. 

Received cash for Mdse. (70^-80^), . 112.60 
2, Bought Mdse. for cash (79^71c), . . icloo. 

Received cash for Mdse. (706-80^), . 250. 
8, Bought Mdse. for cash, 124.86 



Sept. 8, Received cash for Mdse., ...... $450.75 

4, Bought Mdse. for cash, 65.80 

Received cash for Mdse 590. 

6, Bought Mdse. for cash 60. 

Received cash for Mdse., 810. 

6, Bought Mdse. for cash 85.20 

Received cash for Mdse.. 175. 



85. You will now proceed to write the above transactions in your Journal Day-book, as shown 
in the model below. Notice that to the left of the Journal Day-book there are two columns in which 
to indicate the accounts affected by each transaction. This part of the record, indicating the accounts 
to be debited and credited, is known as the journal-entry. f Only a part of these debits and credits 
are indicated in the model, but you are to indicate them all in your copy, depending upon the 
references to aid you in making the proper entries. Notice that each time cash is received for goods 
sold, Cash is debited and Merchandise is credited for the same amount; and that when merchandise is 
bought for cash, Merchandise is debited and Cash credited for fgttal amounts. 




/. 




^i^z^^^^. 



^^i^^utA^ 



'^^ucuy. 



^^*^^ 










^coc 




^xaa 



Jt:/:^^^ 



//X 5-C^ 






4^^^ 
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J^t:/^ j^^ 



^^^^.£^ 



/aoo 
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/aufS 
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Do not present your Journal Day-book to the teacher until you have written all the transactions 
•given in the Business Memoranda, Sept. 1 to 6 inclusive, shown above. 

t Note.— While it is expected that the script models in this book will help yon to secure a good business hand it is 
fiot expected that you will merely copy them. Always study each transaction before writing tlie record for it, so that yon 
may have a clear understanding of th? f abits and credlte. 

86. 
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86* Having written the Jouraal-Day-book as instructed in paragraph 86, hand your work to 
the teacher for examination. When he returns it to you, proceed according to instructions in the 
following paragraphs. 

87* Preparatory to posting, open the accounts in the Ledger by writing the name of the account, 
as shown in the illustration below. At the top of page 1 write "your name," on page 2 " Cash," on 
page S " Merchandise " (leaving pages 4 and 5 blank), and on page 6 write " Loss & Gain." 

"a. Posting is trsLUskmng the debit and credit items from the Journal (or other book of 
original entry) to the proper accounts in the Ledger. 

88. Before posting, trace each entry as it is posted from the Journal on page 8 to the Ledger 
on page 9. Notice that each item in the debit column of the Journal is posted to the debit side of 
the account named in the Ledger, and that each item in the credit column of the Journal is posted to 
the credit side of the account named in the Ledger. For instance, in the first item the amount 
(6000) is in the debit column in the Journal, and Cash is the account named. You will, therefore, 
find this item posted to the debit side of the Cash account in the Ledger. The second item (6000) is 
in the credit column in the Journal, and Student is the account named. This you will find posted to 
the credit side of the Student account in the Ledger. 

89« In posting make the entry in the Ledger account in the following order: — (1) the amount, 
(2) the date, and (3) the page of the book from which the item is transferred, then in the Journal 
enter the page of the Ledger to which the account is posted. 

Now post the items from your Journal to the Ledger exactly as you have been instructed above, 
but before you post the entry in your books see how each item is posted in the illustration. 
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90. The system of bookkeeping that records a debit for every credit and a credit for every debit 

is called Double Entry. 

93. Notice that each item on the left-hand, or debit, side of any of these three accounts has a 
corresponding item on the right-hand, or credit, side of another account. 

93. Trial Balance. — in Double Entry bookkeeping, as explained above (see 90), the debits 
and credits are always equal. Therefore, the ioiai debits and credits must be equal. To prove this, 
foot the debit and credit sides of the accounts, placing the amounts in smali pencil figures, as shown 



86-93. 
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in the models of Cash and Merchandise, page 9. Then write the names of the accounts on a sheet 
of bill-cap paper ruled as shown below, placing the debit and credit footings of each account on the 
same line with the name of that account. By adding these columns they will be found to be equal. 
This is known as "taking a trial balance." 




&^t?^ 



/^AS 



//V^^cT 



££m 



/ir 



/^^ 



94. Your attention is now called especially to the difference in the results shown by the mer- 
chandise and cash accounts. Observe that the debit and the credit items are alike, and that the 
difference between the two sides of each account is the same after deducting your investment of $6000 
from the debit side of the Cash account; but the results shown are entirely different. What does the 
difference between the two sides of the Cash account show? (See 74.) What does the difference 
between the two sides of the Merchandise account show? (See 83.) To whom does this gain belong ? 
Consequently, whose account does it affect finally (84) ? 

CLOSING THE LEDGER. 

TO CLOSE CASH ACCOUNT. 

^a. You have learned that the difference between the two sides of the cash account shows the 

amount or balance of cash on hand. This* account is closed or ruled, (1) to show the amount 

of cash on hand, and (2) to bring the balance down on the opposite side to begin the new account. 

You will now close the Cash account as shown on Page 11. Follow instructions in paragraph 75, 

page 5. 

TO CLOSE MERCHANDISE ACCOUNT. 

•*3. As the credit side of this account is the larger (there being no inventory) the difference 
shows a gain. This account is closed for the purpose of ascertaining the loss or gain on merchandise, 
after which it is transferred to the Loss and Gain account. 

Now close the Merchandise account by writing on the smaller (or debit) side the amount (202.40), 
the date (Sept. 6), the words '* Loss & Gain," and the page (6) of the Loss and Gain account, as 
shown in the model below. 

^c. Now rule and foot the Merchandise account as shown in the model; then turn to Loss and 
Gain account and write on the credit side (in black ink) the amount of gain (202.40); the date (6), 
the word '' Merchandise," and the page (3) of the Merchandise account, as shown in the model. 

TO CLOSE LOSS AND GAIN ACCOUNT. 

^c. The Loss Bud ObiU account is kept to show the losses and gains of the business 
grouped under one head, and also to show the net loss or the net gain of the owner or proprietor. 

II ts debited for all losses and credited for all gains, and always closes into the proprietor's (or 
partner's) account. 

As there is but one account that shows a gain at this closing and it has already been transferred 
to the Loss and Gain Account, you are now ready to close that account. As this gain belongs to 
you, the Loss and Gain account is therefore closed into your (Student's) account. To do this, write 
on the smaller (debit) side the amount (202.40), the date (Sept. 6), the name of your account 
"Student,"* and the page (1) of your account as shown in the model. Then rule and foot the Loss 
and Gain account as shown.* 

* Theoretically it would be correct to transfer losses and gains directly to the Proprietor's account, but as there 
aro usoaUy several accounts showing gains and losses, it is the universal practice of bookkeepers to group them under 
a special head, known as the ''Loss & Qain '' account, and then carry only the net gain or the net loss to the owner or 
proprietor's account. 
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Now turn to your (Student's) account and on the credit side write in black ink the amount 
(202.40J, the date (Sept. 6), the words " Loss & Gain," and the page (6) of the Loss and Gain 
account. 

TO CLOSE STUDENT ACCOUNT. 

**(/. Next close your own account by writing (in red ink) on the debit side the amount (6202.40), 
the date (Sept. 6), and the words "Net Capital." Then rule and foot your account and bring down 
the ' ' Net Capital ' ' on the credit side, as shown in the model, writing it in black ink, and giving it 
the date of the following business day, Sept. 8. (See foot note, page 10, also paragraph *"^.) 

**f. You have now, in all its essential elements, completed and closed a Ledger. 

*y. NOTB.— Observe that the gsln ebown in tbe merchandlBe account la not brought down like the balance In tbe 
ouh account. This applies to the gain or loss shown In any account. It it alwayt tranaf erred to tome olher aeeomtt. 
This matter will be explained more tolly farther on in your work. 

94}. Present your work to the teacher for approval. If he finds that it is satisfactory and that 
you have a clear understanding of what you have gone over, you will be allowed to proceed with 
Property Accounts. But if what you have done is not satis&ctory. or if you give evidence that you 
do not fully understand what you have been doing, you will be required to write up additional 
exercises until your work is satisfactory in every respect. 
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PROPERTY ACCOUNTS. 

95. While almost every kind of property may be, and sometimes is, classed under the g^eneral 
head of *' Merchandise/' the usual and better plan is to restrict this term to the miscellaneous articles 
sold in stores, such as dry goods, groceries, provisions, boots and shoes, hardware, furniture, drugs, 
etc., and to give special kinds of property separate accounts with titles significant of the character 
of such property. 

Thus, transactions in buying and selling houses and lands may be recorded in the Ledger under 
the title ** Real Estate." The buying and selling of horses, cattle, sheep, hogs, etc., is represented 
in an account with ** Live Stock. '* Purchases and sales of wheat, corn, oats, etc., are appropriately 
recorded in a ** Grain " account; or the grain dealer may open an account with each kind of grain 
he handles and record the transactions in their respective accounts; but this he will not do unless he 
desires to know what he gains or loses on each kind of grain. 

96. Property accounts should be debited, not only for all purchases, but also for all additional 
expenditures incurred in the improvement, preservation, or handling of the property represented. 
They should, of course, be credited for what they produce, or give back to the business. 

From the foregoing and from the General Law (64-67) we deduce the following for debiting and 
crediting — 

PROPERTY ACCOUNTS. 



97. DeW^— the property account— 

a. At beginning business for the value of property on 

hand. 
d. For all purchases of property. 

c. For all direct outlays for improvements, preserva- 

tion, taxes, etc. 

d. For share of general expenses when such can be 

definitely ascertained. 

e. For commission on sales or purchases of property. 



98. Credit— the property account — 

/, For sales of property. 

^. For all direct returns in the way of rents, sales of 
products, etc. 

A. For all products taken for private use, at their 
market value. 

I. Before closing the account to show the loss or 
gain, enter on this side (in red ink) the market 
value of the property on hand, using the word 
* * Inventory. " (See 101 ; also *»*. ) 



SUMMARY. 



99. Deibit— the property for what it costs, (66) 



lOO. Credit— the property for what it produces. 

(67) 



101. TllQ ditfeTeuCO between the two sides of a property account, after the ** Inventory *' 
(if any, which is a resource) has been added to the credit side, will show a loss or a gain, — SLgatn when 
the credit side is the larger, a loss when the debit side is the larger. 

^a. To close a Property (ucounty enter on the credit side (in red ink) the Inventory, if any; then 
write on the smaller side (in red ink) the difference (101), the date of closing, the words, '* Loss and 
Gain,'' and the page of the L. and G. account. Then rule and foot the account and carry this loss or 
gain to the opposite side of Loss and Gain, writing it there in black ink. 
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EXAMPLES OF BUSINESS TRANSACTIONS FOR PROPERTY ACCOUNT. 

Journalize on a sheet of bill-cap paper, as shown in the illustration below, the following trans- 
actions, June 3 to Aug. 24 inclusive. Trace the transactions and look up the references so as to 
understand the debits and credits to property accounts. 



June 8, Value of House and Lot, 211 Broad- 
way (97a) $4000 

10, Paid cash for repairs (97^) 23 

July 1, Rec'd cash for rent (98^), 30 



July 20, Paid cash for taxes (97^) |16 

Aug. 2, Rec'd cash for rent (98^), 80 

24, Sold property for cash (9^) 4160 



JOURNAL ENTRIES. 


June 3. 














House and Lot, Broadway, 


Value of Property on hand. 


4000. 










• 


Student, 

10 
House and Lot, Broadway, 

Cash, 

July 1. 

Cash, 

House and Lot, Broadway. 


Paid Cash for repairs, 
Rec'd Cash for rent. 


23. 
80. 




4000. 

28. 
80. 


• 



TRANSACTIONS FOR PRACTICE.— SERIES 2, SET 1. 

SpeciBl FeSLtVLTes. — Continuation of Set 1, introducing property accounts ; new accounts, 
" House and Lot, Park Ave." and "Charles St. Building"; losses and gains grouped at close. 

Since .the following transactions are a continuation of those given on page 8, you may write 
the entries for them on page 2 of your Journal Day-book^ placing the first date (September 8) at the 
top of the page. The date for the first entry on a page of this book should always be written on the 
date-line at the top. 

Business Memoranda. 



Sept. 8, Bought bill of merchandise (79^) for cash, 

$61.76 (7U). 
Bought House and Lot, Park Ave. (973) for 

cash (7U). $1950. (See 102.) 
Received cash (703) for bill of merchandise, 

$42.85 (80^). 
9, Bought Charles St. Building (973) for cash, 

$4000. (See 102.) 
Paid cash for repairs on House and Lot, Park 

Ave., $7.16 (97r). 
Sold bill of merchandise for cash, $86.70. 

10, Received cash for rent of offices in Charles 

St. Building, $150. (98^). 

Paid cash for insurance on Charles St. Build- 
ing. $46. (97^). 

Bought merchandise for cash, $187.26. 

11, Received cash for rent of House and Lot, 

Park Ave., $20. (98^). 
Paid water tax on Charles St. Building, 

$27.60 (97r). 
Received cash for office rent Charles St. 

Building, $109.60. 



Sept. 12, Sold merchandise for cash, $218.12. 

Paid janitor's services Charles St. Building, 

$26. (97^:). 
Paid cash for grading and curbing in front of 

House and Lot, Park Ave., $21. (97r). 
Received cash for rent of offices in Charles 

St. Building, $98. 
18, Paid Cash for advertising "Offices for Rent" 

in Charles St. Building, $8.60 (97^. 
Paid cash for repairs on elevator Charles St. 

Building, $2.76 (97r). 
Bought merchandise for cash, $87. 
Took locks, nails, etc., from store for repairs 

on Charles St. Building, $7.66 (97r-80»). 
16, Paid cash for other repairs on store-room in 

Charles St. Building, preparatory to moving 

our stock into it, which we have done this 

day, $8.76. 
Received cash for rent of offices in Charles 

St. building, $266. 

16, Bought merchandise for cash, $498.20. 

17, Sold bill of merchandise for cash, $866.60. 



NoTB.— Do not enter the following Inventories in your Joomal Day-book, as they are not to be posted. In bnsl- 
nesB, all inventories are entered in a book kept for that special purpose. (See note, page 16.) 

Inventories. 

Charles St. Building, $4000. 

House and Lot, Park Ave., 1950. 

Merchandise on hand, 284.60 

109. 
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Present your Journal Day-book to the teacher for examination. When it is returned to you, 
attend first to any special instruction the teacher may give in regard to it, and then proceed with 
your work in the following manner: 

103. Post the debits and credits from your Journal Day-book to the Ledger. Open an account 
with ** Charles St. Building ' ' on page 4 in your Ledger, and an account with *' House and Lot, Park 
Ave." on page 5. The debits and credits of Cash and Merchandise are to be posted to the accounts 
already opened on pages 2 and 8. 

*"a. In posting, make the record in the Ledger in the order indicated in paragraph ^dy page 8. 
By entering the amount first, you will be much less likely to get it mixed with the figures in the date 
and page of the book from which you are posting. 

^b. After you have posted a debit or a credit, look at it a second time in both the posting-book 
and Ledger to see whether you have entered it correctly. Remember that debit amounts should 
appear on the left-hand side of the Ledger accounts, and credit amounts on the right-hand side. 

103 J^. If you have followed the instructions given in the last paragraph and will be careful in 
making your additions, you will have no trouble in getting your trial balance. 

MSike trial balsmce (see 93), and submit it to the teacher for inspection; when approved 
copy it in your Trial Balance book. 

104. Closing the Ledger* — You are now ready to close the Ledger.* This is a very 
important part of your work, and involves the following steps, which you will take in exactly the 
order indicated: 

First. — Balance the cash account according to 75. 

Second. — Enter the inventory of merchandise on the credit side of that account according to "i«. 
Then ascertain the gain or loss on merchandise according to 83, finding the difference between the 
two sides of the account in small, neat, pencil figures in the explanation column, as shown in the 
example of Merchandise account, page 6. 

operation. 

Amount of merchandise sold, or total sales, (credit side), 665.82 

'* '* unsold, (Inventory) added, 284.50 

Total, 950.82 

Amount of purchases subtracted, 734.20 

Amount gained (excess of credit side), 216.12 

Third. — Turn to page 3 and write (in red ink) on the debit side of Merchandise the amount of 
gain (216.12), the date (17), the words **Loss and Gain," and the page on which the losses and gains 
are grouped, to show where the gain is transferred to. 

Fourth. — Close the merchandise account by ruling it up, as shown in the example on page 6. 

Fifth. — Turn to page 6 and write (in black ink) on the credit side of Loss and Gain (see model) 
the gain on merchandise (216.12), the date (Sept. 17), the word **Merchandise,** and the page (3) of 
the merchandise account to show where the entry was transferred yr^TW. 

Sixth. — Turn back to the merchandise account and bring down the Inventoryf (in black ink) on 
the debit side, dating it Sept. 18. (See Example, page 6; also paragraph ^b.) 

Seventh. — Turn to page 4 and proceed to close the Charles St. Building account, taking the same 
steps as in closing Merchandise, and taking them in exactly the same order. When you have ruled 
the account, turn to page 6, and write on the credit side of Loss and Gain the amount of gain. 
(496.45), the date (17), the words ''Charles St. Bldg.,*' and the page (4) of that account. Then turn 

*In business, the Ledger is never closed oftener than once a month and rarely oftener than onoe a year, except for 
the purpose of admitting partners, changing to a joint stock company, or winding up the business. But for the benefit 
of the beginner and for the purpose of a gradual introduction of new accounts, we have arranged for frequent closings in 
Set 1 and also in some of the Sets that follow it. 

tThe question may be asked, '* Why not bring down the inventory of an account before transferring the loss or gain 
to the Loss and Gain account ? " We answer: Because of the liability of bringing down the wrong amount for the Inven- 
tory, or transferring the wrong amount to ^* Loss and Qain.'' Bookkeepers are more or less liable to carry in mjnd some 
of the figures in the last entry made, and get them mixed or exchanged with a part of the figures in the next entry written. 
Besides, it takes no more time to bring down the *' Inventory '' after. tYi& transfer has been made to Loss and Qain, since 
the bookkeeper should keep the page of the account for the purpose of referring to it to see whether he has made the trans- 
fer correctly. (See »<»6.) 

103-104a. 
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back to page 4 and bring down the ** Inventory " of the Charles St. Building, the same as you did 
the inventory in the Merchandise account. 

Eighth. — Next turn to account with House and Lot, Park Avenue, on page 5, and enter the 
Inventory on the credit side in red ink. Then proceed as follows: 

(1) Write (in red ink) on the credit side of the account the amount of loss (8.15), the date (17), 
then ''Loss and Gain/' and the page (6) on which the losses and gains are grouped. 

(2) Close the account by ruling and footing as shown in the model on next page. 

(3) Turn to page 6 and enter on the debit side of ** Loss and Gain " the amount of loss (8.15), 
the date (Sept. 17), and the explanation ** H. & L., Park Ave.," giving the page (5) of that account 
to show where the entry was transferred /r^w*. 

(4) Turn back to page 5 and bring down the * * Inventory * ' of the House and Lot, Park Ave. , 
the same as you did in Merchandise and Charles St. Building. 

^^h. Note.— 2\ret Qadn,—Yo\i now have under the head of ** Loss and Gain," on page 6 of the Ledger, the resnlto 
of the business transacted. This group of losses and gains constitutes what is known as the ** Loss and Gain accoont,'' 
which wiU be more fully discussed hereafter. The credit side shows the gains, and the debit side the losses. By 
footing the credit side and subtracting from it the amount of loss shown on the debit side, you find the net gain to be 
1704.42. 

Ninth, — Since this net gain belongs to you (see •* ) close it into your own account in the follow- 
ing manner: 

(1) Write (in red ink) on the debit side of Loss and Gain the amount of net gain (704.42), the 
date (17), your name, and the page (1) of your account. 

(2) Rule and foot Loss and Gain as shown in the script model, page 17. 

(3) Turn to your account and write (in black ink) on the credit side the amount of the net gain 
(704.42), the date (17), the words ** Loss and Gain," and the page (6) on which the losses and gains 
are grouped. 

Tenth, — By adding the net gain to your previous net capital you find your net capital, Sept. 17, 
to be $6906.82. Proceed to close your account by writing your ** Net Capital" (in red ink) on the 
debit side of your account as you did on Sept. 6, ruling and footing the account, and bringing down 
this *'Net Capital " (in black ink) on the credit side, dating it Sept. 18. 

105. It is customary for bookkeepers to submit a statement taken from the books at the time 
of closing the Ledger, a form of which is showp on the following page. They are also required to 
show the per cents of losses and gains resulting from the proprietor's dealings in merchandise, prop- 
erty, etc. You should, therefore, give careful attention to the '* Business Man's Questions," and 
the operations involved in answering them. 

To find the per celit. of gain or loss on merchandise: Divide the gain or loss on the merchandise 
sold, by its cost. (See first example below.) 

Note. — In accounts having Inventories, the inventory on hand must be subtracted from the total cost in order to 
ascertain the net cost. (See 221, Second Method.) In the first example below, the total purchases lees the inventory 
equals the coat of the merchandise aold^ which is the amount on which the gain is made. 

To find the per cent, of gain or loss in the business: Divide the net gain or loss by the net 
capital. (See example below.) 

NOTB.— In the second example the net capital represents the investment from which the net gain is reaUzed. 



First Example — with Inventory. 
{Mdse. account.) 

Purchased, .... $734.20 
On hand, 284.50 

Cost of Mdse. sold, 449.70) 216 1200 Gain (.484 + 

= 48iJ^. Ans, 



Second Example. 

(Owner's account.) 

Investment. Net gain. 

6202.40)704.4200(.lli -j- = llj per cent. Ans, 



"SorrK,— Inventory Book.—Th\A book is mled like an ordinary Joomal, and is used for recording the items of 
merchandise in stock at the time of taking an inventory. The quantity, price, and amount of each article are entered, and 
the amounts are forwarded from page to page, and the total footing represents the total amount of merchandise on hand. 
Other inventories may also be entered in this book. 
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THE BUSINESS MAN'S QUESTIONS. 

1. What was the gain or loss per cent, on merchandise ? (See First Operation, page 16.) 

fl. What was the gain or loss per cent, on different properties ? 

8. What was the gain or loss per cent, on my investment ? (See Second Operation, page 16.) 

4. Have 1 been doing a paying business ? State reasons. 

Answers to the foregoing questions may be obtained from the following 
BOOKKEEPER'S STATEMENT. 





Trial Balance, Sept, 17, 














Results Shown. 




L. p. 


Accounla. 


Debit*. CTcdlli. 


Lout*. Galni. 


Rsourca. LlKbilHiet. 


1 

s 

8 

4 
S 


(Student), 

Cash, 

Merchandise, (Inventory $ 284.50), 

House&Lot,ParkAve.. " 19B0. 

Charles St. BIdg., " 4000. 

Net Gain, 

(Student's) Net Capital, 
Add Net Gain. 
Present Net Capital, 


74B8 
784 
1678 
4121 


17 
SO 
15 
05 


6202 
6825 

666 
20 

617 


40 
85 
62 

50 


B 


16 


216 
496 


18 
45 


673 

284 
1S60 
4000 


82 
50 


6000 






14881 


67 


14S81 


57 


8 
704 

712 


15 
42 
67 


712 
712 


67 
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6900 


82 
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704 


40 
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lOS^. Present your books to the teacher for examination and approval. If he finds your work 
satisfactory, and that you understand what you have done, you will be allowed to take up the study 
of Personal Accounts. Otherwise, you will be required to do additional work for practice, before 
proceeding further. 

PERSONAL ACCOUNTS. 

106. These are accounts with persons, firms, or corporations to whom we sell goods, loan 
money, or supply values of any kind on account, or from whom we buy goods, borrow money, or 
receive values of any kind on account. (See '*^.) 

"'a. Th6 object of this class of accounts b to record our dealings with persons, firms, and 
corporations, each person or concern having a separate account. They show what we have bought 
from others without paying for it at the time, and what we have sold to others without receiving pay 
for it at the time. They also show how much we have given to others on account, how much has 
been received from others on account, how much we still owe others, and how much others are still 
owing us on account. 

From the above and from the General Law (64-67) we deduce the following for debiting and 
crediting 
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107. Debit persona— 

a. For amount they owe us at the beginning of busi- 



b. For all goods or property sold them 

c. For all money paid or loaned them o: 

d. For all goods, etc., returned to them and for 

which we had previously credited them. 

e. For all notes of our own (Bills Pay.) given to 

/. For all drafts drawn by them and accepted or 

paid by us. 
g. For our own drafts drawn (or indorsed) by us in 

their favor. 
h. For notes and acceptances of others (Bills Rec.) 

transferred by us to them on account. 
i. For "shortage,"' "damage," or "overcharge" 

rebates they allow us on goods for which we 

had credited them. 
it. For amount "thrown off" a debt by compromise, 

when they agree to accept a part of what we 

owe them, in full satisfaction of the debt. 

(See laSi/, notes.) 



108. Credit persons— 

'. For amount we owe them i 

business. 
i. For all goods or property s 

account. 
/. For all checks, money, or other cash received 

from them on account, or paid to others at 

our request. 
«. For all goods, etc., they return to u: 

which we had previously debited then 
a. For notes of their own given to us (B 



t the beginning of 
e buy from them on 






i Rec.) 



109. Debit— the receiver (Ma). 

The "receiver" is the party who r^McM some- 
thing of value from us without giving value in 
return. (62.) 



0. For drafts drawn on them by us. 

p. For theirown drafts drawn (or indorsed) by them 

f. For notes and acceptances of others (including 
our own notes, etc. ) transferred by them to us 

r. For "shortage," "damage," or "overcharge" 
rebates allowed them on goods far which they 
had been debited. 

s. For amount lost by compromise with them when 
we agree to accept a part of what they owe m, 
in full satisfaction of the debt. (See 18U, 
note 1.) 



SUMMARY. 

110. Credit—tilt: giver {«fc). 

giver" is the party who givet something 



(68.) 



1 without receiving value i 



111. TTZie difference between the two sides of a personal account will show either a resource 
or a liability,— a resource when the debit side is the larger, a /iaMifywhen the credit side is the larger. 

■"n!. Closing Personal AccOUntS.~ln business, personal accounts are never closed 
except when they balance or under such circumstances as are mentioned in paragraph 227. When- 
ever an active personal account balances, it is the practice of experienced bookkeepers to rule it up 
at once, as explained in "'*. 

'"A. When a personal account balances, it should be ruled up at once by a single line, as shown 
in the example following. This saves much time and labor in making the additions when the trial 
balance is taken. (See 227.) 
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JoumSilize the following transactions from Sept. 1 to IS inclusive on a sheet of bill-cap 
paper, as shown in illustration below. 

Transactions for Example. 



Sept. 1, Henry Hamilton owes me on account, 

(107fl), $86. 

3, Sold him merchandise on account 

(107*) 45. 

8, Received cash from him on account 

(108/), 86. 

4, Bought merchandise from him on ac- 

count (108>ft) 86. 

6, Paid him cash on account (107^), ... 41. 
6, Sold him merchandise on account 

(107*), 118. 

JOURNAL ENTRIES. 



Sept. 7, Credit him for merchandise returned, 

sold him on the 6th {lOSm) 14. 

8, Received check from him on account, 

(108/), 66. 

0, Bought merchandise from him on ac- 
count (lOQJk) 48. 

10, Sold him merchandise on account, ... 04. 

11, Received cash from him on account, . . 25. 

12, Bought mdse. from him on account, . 115. 
18, Returned merchandise bought from him 

on the 12th (107rf), 25. 



Sept. 1 







Henry Hamilton, 




Owes me on % , 


86. 












Student, 






. 




86. 








Henry Hamilton, 


2. 


Sold him Mdse. on %, 


45. 












Mdse., 










45. 








Cash, 


8. 


Reed, cash on % , 


86. 












Henry Hamilton, 










86. 





TRANSACTIONS FOR PRACTICE.— SERIES 8, SET 1. 

Special Features. — Continuation of Set 1, introducing personal accounts;— New accounts, 
— Arthur Grayden, Harold Wayne, and G. B. Dean & Co.; ruling personal accounts whenever they 
balance; losses and gains grouped at close, same as in preceding series. 

Enter the following transactions in your J ournal- Day-book + immediately following the previous 

work. 

Business Memoranda. 

Sept. 28, Paid cash for gardener's services, (2. {97c). 
24, Paid cash for labor performed in painting 



Sept. 18, Sold merchandise per bill to Arthur Grayden 
on account, $197.48 (107^). 

Received cash per cash drawer for merchan- 
dise,— sundry sales, $18.75 (80^). 

Bought merchandise per invoice from Harold 
Wayne on account, $491.50 (108^). 

Received cash for office-rent in Charles St. 
Building, $45.50(98^). 

19, Bought bill of prepared paint, brushes, etc. 

to repaint Charles St. Building, from G. B. 
Dean & Co. on account, $71.50 (97^-108^4). 
Bought merchandise per invoice for cash, 
$26.80. 

20, Paid Harold Wayne cash on account, $150. 

(107r). 
Received cash from Arthur Grayden, in full 

of account, $197.48 (108/). 
22, Sold Arthur Grayden on account merchandise 

per bill, $128.87(107^). 
28, Bought trees and shrubbery for House and 

Lot, Park Ave., for cash, $12.80 (97^:). 



Charles St. Building, $28. (97^. 
Sold merchandise per bill to G. B. Dean & 

Co. on account, $104.87 (1073). 
Paid Harold Wayne in full for balance due 

him on account, $841.50 (107^). 

25, Received cash from G. B. Dean & Co. 

(110) in full for balance due on account, 
$82.87. 

26, Bought from Harold Wayne (67) on account 

merchandise per invoice, $865. 
Sold Arthur Grayden (109) on account mer- 
chandise per bill, $848.94. 

27, Sold G. B. Dean & Co. for cash (72) mer- 

chandise (80^) per bill rendered, $79.77. 
80, Sold House and Lot, Park Ave., for $2200 
cash (9^. 
Paid Janitor's services in full for the month 
in Charles St. Building, $25. {97c). 



Inventories. 

Charles St. Building, $4000. 

Merchandise on hand 409.60. 

tThe Joomal-Day-book wlU hereafter be spoken of as the Journal as it is thus designated among bookkeepers. 

lllb. 
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Present your Journal to the teacher for examination, and when he has returned it, attend first to 
any special instructions he may give you; then, after reading paragraphs ^a and '"^ (page 15) and 
"*a, below, proceed with your work, observing carefully the following instructions: 

112. Post the debits and credits, opening new accounts with Arthur Grayden, Harold Wayne, 
and G. B. Dean & Co., giving each account one-half page space. 

^a. Ruling Personal Accounts. — When you have posted the last entry for Sept. 20, 
rule up Arthur Grayden's account according to instructions in ^^6, page 19. Likewise, when you 
have posted the last entry for Sept. 24, rule up Harold Wayne's account; and, as soon as the trans- 
action with G. B. Dean & Co., Sept. 25, has been posted, rule that account in the same manner. 

^i. When you have finished posting, take a trial balance as heretofore. Be especially careful 
in making your additions of the Ledger accounts, as this is the most frequent source of errors in trial 
balances. (See Errors in Trial Balances.) 

^c. Present your trial balance to the teacher, and when he has approved it, proceed to close the 
Ledger. In doing this, follow carefully the order of closing outlined by the ten steps, indicated in 
paragraph 104. While the inventories and losses and gains are different from what they were Sept. 
17, the method of closing is the same. 

"*rf. Leave the accounts with Harold Wayne, and G. B. Dean & Co. unclosed. Personal accounts 
are not to be closed except when they balance, or under such other circumstances as will be explained 
farther on. (See 227.) 

113* When you have completed the last step in closing the Ledger (see ** Tenth,*' page 16), 
present your books to the teacher for approval, and follow his directions in regard to your next work. 

THE BUSINESS MAN'S QUESTIONS. 

1. What was the gain or loss per cent, on merchandise? (105.) 

2. What was the gain or loss per cent, on different properties 7 
8. What was the gain or loss per cent, on my investment ? 

4. Have I been doing a paying business ? State reasons. 

Answers to the foregoing questions may be obtained from the following 

BOOKKEEPER'S STATEMENT. 

J0. 
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The set shown in the following 8 pages is for illustration only, and is not intended to be written. 
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* This is a popular form of Statement in common use among bookkeepers. It is made up from 
the Trial Balance and Inventories, or it may be taken as an abstract from the Ledger after it is closed. 

While it shows the same results, it does not exhibit the condition of the business in detail so 
completely as does the Balance Sheet at top of page. 
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BUSINESS PAPERS. 

^^'a% This term is applied in a general way to all the different papers used in business. It ap- 
plies in particular to notes, drafts, checks, orders, receipts, articles of agreement, bills, statements, 
memoranda, letters, etc. 

Familiarity with the use of the different business papers is of the first importance to the student. 
While essentially simple in form and arrangement, they are, nevertheless, so varied in their applica- 
tion and use that great care must be taken in their preparation and execution. 

The use of business papers has greatly facilitated the transaction of business. About 90% of 
the business of the country is transacted through the medium of checks, drafts, etc., money being 
used for only a small per cent, of the payments. The use of checks, notes, drafts, etc., has materially 
lessened the cost of transacting business between different cities, states, and countries. "Rates of 
exchange" between distant points, which formerly were quite an item in effecting settlements, have 
been almost entirely abolished. 

BUSINESS PAPERS DEFINED. 

A, Bill is a statement setting forth the amount of a debt, items, etc., for goods delivered, 
services rendered, etc. (See form page 30.) 

A Receipt is a written acknowledgment of money received, generally setting forth the 
purpose for which it was paid. (See form below, also forms on page 31.) 

A Check is a written order directing a bank or banker to pay money as therein stated. (See 
form page 31.) 

Statement of Account or Account Current. — A detailed statement of an open 
account showing its present condition. 

An Account SoJes is an itemized statement of sales and charges, rendered by a commission 
merchant to the consignor. (See form page 87.) 

Notes and Drafts (see pages 32-34). 

Bill of Lading. — A receipt for goods delivered to a transportation company for shipment. 

Certified Check. — A check that has been certified "good" by the cashier and for the pay- 
ment of which the bank becomes responsible. 

Due Bill. — A written acknowledgment of a debt in simple form. 

Invoice. — A statement of goods received, either when purchased, or received for sale on account 
of others. 

Voucher. — Any paper or document that vouches the truth of an account or confirms a business 
fact. 

RECEIPT ON ACCOUNT. 
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Form of bill containing one item. 




^ O.G^.OL^^ 




J. 






a^ 







/^ 





&.<^d? 





^^<r 



Form of bill containing more than one item. 
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Make out the following bills on bill-cap paper and present for approval : 

No. 1. March 3. Morgan & Co. sold to J. W. Brown, # 3 Ninth St., for cash, 7 brls. Potatoes, $8.75. 

No. 2. June 10. D. E. West sold to Howard & Earle, # 16 Euclid Ave., on account, 26 brls. Flour, $5.00; 
15 brls. Potatoes, $3.00; 4 brls. Mess Pork, $12.50; 2 brls. Apples, $3.50. 

No. 8. September 30. Wilson, Smith & Morgan sold to W. E. West, # 17 East St., on account, 276 bus. 
Wheat, $.85; 845 bus. Corn, $.39; 483 bus. Oats, $.32; 137 bus. Barley, $.65; 46 bus. Clover Seed, $3.95; 
295 bus. Timothy Seed, $1.25. 
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RECEIPT IN FULL FOR BILL. 
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RECEIPT FOR RENT. 
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TO me ORDOi or. 
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NOTES, DRAFTS AND ACCEPTANCES. 

114. A, PjPOmissory Note is an unconditional promise to pay a specified sum of money at 
a definite time. Below is given a • 



FORM OF PROMISSORY NOTE. 




11 5. The pBrties to a, note are the maker and the payee. The Maker is the party 
who promises to pay (the one who signs the note); the Payee is the party in whose favor the note is 
made (the one to whom the money is to be paid). In the note given above, Arthur Grayden is 
the maker, and Harold Wayne the payee. 

"*a. The maker and the payee are called the original parties to a note. 

^"&. When a note or other commercial paper contains the words "or bearer," or the words 
"or order," it is said to be negotiable, which means that it can be transferred from one party to 
another by delivery, or by endorsement and delivery. When it does not contain these words, it is 
said to be non-negotiable, which means that it cannot be transferred by delivery or by simple endorse- 
ment and delivery.* 

* At common law, the term " non-negotiable," when applied to a paper, means that it cannot be transferred ; but 
by statutory provisions in many states, all such papers can be transferred by aaaignfnent, though the transferee 
(assignee) gets no better title to the i>aper than the original holder had. In other words, he receives it subject to all 
defenses against it in the hands of the original holder, Just as in the case of a negotiable paper transferred after 
fMiturity. 
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116. TTSLHSfOT. — When the payee transfers a note or other negotiable paper, he does so by 
writing his name across the back (thus becoming the first endorser) and delivers it to the 
endorsee. 

"'a. When a note is made payable *' to bearer/' it is not necessary for the holder to endorse it 
when transferring it to another, but for prudential reasons it is generally requested. Below are shown 
the different kinds of endorsements. 
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117. Maturity. — The due date of a note or other commercial paper is the day upon which 
it falls due. This is often spoken of as the ** date of maturity.** (See 118.) 

*"«. Time to Run, — The time to elapse between the date of a note or other contract and its 
date of payment, is spoken of as the ** time to run." 

^"^. When the time is indicated in days, the exact number of days is meant, not counting the day 
of making but counting the day of maturity. When the time is indicated in months, the same day of 
the maturing month is the day of maturity. (See "•«.) 

"V. Due on Sunday or a Legal Holiday.-^At common law, when the last day of 
grace falls on Sunday or a legal holiday, the note or other commercial paper is considered due on 
the preceding business day. In a few states, however, statutes have been enacted making such paper 
payable on the first business ^Ay following the last day of grace. (See ""^.) 

118. Days of Orace are three days allowed bylaw in most states for the payment of notes, 
etc., in addition to the time specified. Interest is allowed on all interest-bearing papers for the days 
of grace. 

*"a. Without Orace, — if a note or contract for the payment of money contains the words, 
** without grace,** days of grace are not allowed, and it becomes payable on the date of maturity. 

^^d. At common law, a note ''without grace" falling due on Sunday or a legal holiday, is con- 
sidered due on the first business day following. 

119. dA Draft is a written order by one party upon another, requesting the latter to pay a 
specified amount of money to some person or firm named in the drafl. 

130. The original parties to a draft are the •* drawer," ''drawee," and "payee.** 
"*The Drawer is the party who makes the request, or who draws the draft, — the one whose name is 
signed at the lower right-hand corner. ""The Drawee is the party who is requested to pay the 
money, — ^the one upon whom the draft is drawn and whose name is written after "To,** in the lower 
left-hand corner. ""The Payee is the one in whose favor the draft is drawn, — the one to whom the 
money is to be paid. 

In the draft shown on the next page, the firm of Benedict Bros, is the drawer^ A. R. Gordon & 
Co., the drawee^ and Walsh & Field x}[i^ payee. 
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1!34» Drafts are drawn either ''at sight/' a specified number of days or months ''after sight, " 
or a specified number of days or months '' after date." 

"*a. A draft drawn payable "at sight," is called a sight draft. 

^6. A draft drawn payable at so many days or months " after sight * ' or *' after date,*' is called 
a ttm^ draft. 

125. Drafts drawn by one bank or banker upon another are called Bills of Exchange. 

N0TB.~Expre8s Money Orden, P. O. Money Orders, and Letten of Credit are of the same natme, bat are not usaally 
q[K>ken of ae drafts or bills of exchange, bat are treated as cash. 

126. AcceptBnce, — Before there is any promise or legal obligation on the part of the drawee 
of a draft to pay it, he must accept it. ^This he does by writing his name and the date across the 
&ce of the draft, usually (but not necessarily) in red ink. ""This acknowledgment is called his 
acceptance, and he is called the cLcceptor. 

129. Acceptance of Time Drafts.— a. draft drawn (made) payable at a certain time " after 
sight" should be presented to the drawee for acceptance as soon as possible after it is received, as the " time to 
run" does not begin until the draft has been accepted. For illustration: The draft shown on page 85 will run 
sixty (-three) days after Dec. 19, the date of acceptance, making it fall due Feb. 20; but if the draft had not been 
presented and accepted until Dec. 26, it would not have fallen due until Feb. 27. Or, again, if the holder of the 
draft should neglect to have it accepted for six months or any other length of time, it would still have sixty (-three) 
days to run before maturity. 

^*a. Time drafts made payable so many days or months after date need not be accepted in order to fix 
the date of maturity. But until the draft has been accepted, there is no promise on the part of the drawee 
that he will pay it; hence, it is better to present such a draft for acceptance within a reasonable time after it is 
received. 

130. A.CCeptaJ2Ce of Sight Drafts. — in those states that allow days of grace on sight 

drafts,* it is necessary to have them accepted the same as time drafts, payable ''after sight." (See 129.) 

NOTB.— There are other reasons why drafts should be presented promptly for aooeptance; but these are of a legal 
natoie and will not be discussed here. 

131. Acceptances, — After drafts have been accepted, they are usually spoken of as 
" acceptances," and since there is, on the part of the acceptor of a draft, as much promise to pay as 
if he had signed his name to a promissory note, these acceptances are classed with notes under the 
head of Bills Receivable and Bills Payable. (See 182-8.) 

EXERCISES IN WRITING NOTES AND DRAFTS. 

That you may become familiar with the forms of notes and drafts and the parties to them, 
the following examples are given you for practice. Write them up carefully, and present for 
examination. 

Ex. 1. — Write a note, dated Dec. 80, payable 60 days after date, for $160, in favor of R. E. 
Marshall (payee) and made by John £. Elster (maker). 

* There are twenty-seven states in the U. S. in which the law allows three dajs of grace on sight drafts. 

124-131. 
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Ex. 2. — Write a note made by Philip Hodges payable in two months, dated Dec. 31, in favor 
of S. E. Warden. Amount |100. 

S. E. Warden transfers the above note to William Chambers by endorsement "in full." Write 
proper endorsement on back of the note. 

Ex. 3.— Write a note, dated Jan. 22, payable IB days after date, for $225.50, made by Charles 
B. Wilson & Co. , in favor ol J. A. Amsbaugh or bearer, which is transferred by endorsement " in 
blank " to Husscy, Hugh & Co., and by them transterred to Wells & Ray, by "special " endorse- 
ment and deposited by them in bank for collection. 

Ex. 4, —Write a note, made by R. A. Walters, in favor oi William Wright or bearer, payable 
in 30 days, dated June 10, for $1850 ; transferred in blank to J. A. Amsbaugh & Co., and by them 
endorsed to J. B. Hare "without recourse." 

June 25, Make proper endorsement for $600, received for part payment on note, Ex. 4, 



Ex. 6. — Write a nbte dated April 1, at SO days, made by Dilworth Bros., " endorsed with guar- 
antee " by Wells & Ray, in favor of William Wright or bearer, transferred by William Wright to 
S. A. Jofcnson & Co., without endorsement, and endorsed by them to the First National Bank for 
" collection and credit" for $4M. 

Ex, 6. — Write a draft, dated August 1, at sight, for $112.45, drawn by Thomas Jenkins on 
Wilson & Holmes (drawee), New York, in favor of Standard Manufacturing Co. (payee). 

Ex. 7.— Write a draft, payable 30 days after sight, dated July 16, for $432.66, in iavorof 
Wilson & Co, (payee), drawn by Bindley Hardware Co. (drawer), on the Bradley Foundry Co. 
(drawee), Boston, and endorsed by Wilson & Co. to Speer, Hall & Co. or bearer. Write the proper 
acceptance across the face of the draft in red ink, dated July 19. - 

Ex. 8.— Write a draft, dated Sept. 3, for $4023.04, payable 20 days after date, drawn by Mer- 
chants' Supply Co., in favor of J. A. Amsbaugh & Co., on Marvin & Co., Pittsburg, Pa., with the 
acceptance by Marvin & Co., dated Sept. 6, transferred by the payee with full endorsement to S. H, 
Laws, and endorsed by him in full for payment received. 
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BILLS RECEIVABLE AND BILLS PAYABLE. 

133. When other persons' notes, acceptances and time drafts come into our possession, we 
call them BUJs R6C6iV8,bl6, because we are to receive for them the amount specified, or their 
value when disposed of. 

133. When our own notes and acceptances pass from us into the hands of other persons, we 
call them Bills P&y&hle, because they are our written promises to pay the amount specified. 

Nora.— Tbe Bills Reoelvable or Bills Payable account is essentially another lonn of ft personal acconnt. (Bee 26-27.) 
The principal diOerence la that one la a written contract, and the other is a verbal contract. Yet thu dlfteience, with 
the added advantage ot being tranBtersble,— that IB, with the qnallty of oeKOtiability,— lends to notes and acoeptancea 
the charact«rlatlca ot a mediDm ot exchange, whicti gieatly IncreMes ttielr naetDlneoa as a factor in the transaction ol 
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BILLS RECEIVABLE ACCOUNT. 

134. The object of this account is to show our dealings with other persons' notes, accept- 
ances and time drafts, the value of which we are to receive when due. It is debited (al their face 
value) for all notes, acceptances and time drafts received, and credited (al their face value) for the 
same notes, acceptances and time drafts when they are disposed of, or when their amount is paid to us. 
"'Therefore, all items that appear on the credit side of this account must Hrst appear on Ike debit side. 

From the above and from the General Law (64-67), we deduce the following for debiting and 
crediting 

BILLS RECEIVABLE. 



ISO. Debit (a( face value)— 


137. Credit lot face value)— 


a. At the beginning of buBinesB, for otber per- 


d. When the notes, acceptances and time drafts 


sons' notes, acceptances and time drafts on 


we hold against others are paid and surren- 


hand. 


dered (given) to them (59^). 


b. For all notes, acceptances and time drafts 


e. For others' notes, acceptances and time drafts 


received from others, made or accepted In 


we sell or get discounted. 


our favor. 


f. For all notes, acceptances and time drafts we 


C For all notes, acceptances and time drafts 


transfer to other parties. 


made payable to others and transferred to 


g For all part-payments received on notes, ac- 


us lij' them. 


ceptances or Ume drafts. 



138. Debit— tot notes, acceptances and time drafts 
of others received (64b, d). 



139. Credit— tor notes, acceptances and time drafts 
of others when paid, discounted or disposed 
of (65/. ft). 



140. 2!&ecLL££92«IICe(if any) betweenthe two sides of Bills Receivable will always be a debit 
balance which shows a resource (44) equal to the amount of others' paper on hand. 

""a. ClOBiag Bills Receivable. — In business. Bills Receivable is never closed unless it 
balances, or when it becomes necessary to forward the account to a new page. 

"•6. Checking BillB Receivable. — Whenever you post an amount to the credit of Bills 
Receivable, check it al once with the corresponding debit entry, except in the case of part-payments. 

Note.— When a part-payment on s note li potted to the credit of Bills Bscelvsble, It shonld, it possible, be entered 
on the line opposite the debit lor tlist note; bat the entry should not be elieokedwith the debit on which it Is received 
until the balance ot the note is paid. 
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JoumaJize the following transactions from Oct. 2 to 30 inclusive, on a sheet of bill-cap paper, 
s shown in illustration below. 



Transactions 

Oct 2, Sold merchandise for note at 5 days 

for (1366) 1500. 

3, Received of John Jones on account, 

his acceptance at 30 days for (1366), 750. 
5, Sold merchandise and received in 

payment, note at 10 days (1366) . . . 85.60 
10, Note for |500, our favor paid this 

day (137d) 600. 

12, Received from George House his 

note at 90 days on account 600. 



FOR Example. 

Oct. 16, Received cash in payment for note 

of the 6th inst (137(2) 

17, James Warren has accepted our 

draft at 10 days, in our favor (1366) 
20, Gave John Jones' acceptance to Roe 

& Co. on account (137/) 

26, Sold merchandise for note at 30 days 

• (138) 

30, James Warren pays his acceptance 

of the 17th inst. (139) 



85.60 
250. 
750. 
16a 
260. 



JOURNAL ENTRIES. 



Oct. 2. 



Bills Receivable, 
Mdse., 

Bills Receivable, 

Jno. Jones, 



8. 



Sold Mdse. for note at 5 days, 



Received his acceptance, 
at 80 days on account, 



500. 



750. 



500. 



750. 



Since all items posted to the credit side of this account must first appear on the debit side 
(see 135), it follows that the unchecked amounts of the debit side less any unchecked part-payments 
on the credit side, will show the balance of the account, — the amount of other persons' notes and 
acceptances on hand. (See 140.) 

****c. Ruling Bills Receivable.— To facilitate the taking of a trial balance, rule the Bills 
Receivable account from time to time at the point where it last balanced. 



BILLS PAYABLE ACCOUNT. 

141. The object oi this account is to show our dealings in our own notes and acceptances, 
the value of which we are obligated to pay when due. It is, therefore, just the opposite of the Bills 
Receivable account. (See 134.) It is credited for the face value of all notes we issue and drafts we 
accept, and debited for the face value of these notes and acceptances when they are received back, 
having been redeemed (paid) by us. Therefore, all items that appear on the debit side of this account 
tnust first appear on the credit side. 

From the above and from the General Law (64-67), we deduce the following for debiting and 
crediting 

« 

BILLS PAYABLE. 



142. Debit Bills Payable {at face value)— 

a. When we pay our notes and acceptances and 

have them returned to us as evidence of 

payment (SSd). 
d. For all part-payments we make on our own 

notes or acceptances. 



143. Credit Bills Payable (at face value)— 

c. At beginning of business for all notes and ac- 

ceptances we owe, that is, for all notes and 
acceptances held by others against us. 

d. For all notes we give or drafts we accept in 

favor of others (59A). 



SUMMARY. 



144. Debit— tor our notes and acceptances redeem- 
ed or paid (64d). 



145. Credit— tor our notes and acceptances is«ued 
(59). 
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146. The difference {ii any) between the two sides of Bills Payable will always be a 
credit balance which shows a liability (45) equal to the amount of our notes and acceptances out- 
standing. 

"•a. Cloaing Silla P&yable. — in business houses. Bills Payable is never closed except when 
it balances, or when it becomes necessary to forward the account to a new page. 



tfU. 



Study the following transactions, tracing the debits and credits and looking up the references 
in parentheses, so as to become familiar with the principal rules for debiting and crediting Bills 
Payable. Journalize on bill-cap paper. 



Tbansactions 
Oct 1, BouEbt mercbaadlBe for our note Bt 

10 days (H3d) laSO. 

6, Bougbt mercbaodlse and gave In par- 

ment our note at 20 dara (143d) .... S40. 

7, Borrowed caeb on our note at 10 days 

(H3d) BOO. 

10. Prepaid our note of tbe let Inst. <14Sa) 280. 
12, Accepted D. Slote & Co.'b draft at 10 

days' sight for <143d) 170. 

JOURNAL ENTRIES. 0< 



'OR Example. 

Oct. IS, Oave J. S. Bridges our note at GO days 

(143d) for 500. 

20, Paid our note of tbe 7tb Inst (142o).. 500. 
25, Paid acceptance favor of D. Slote ft 

Co. (142a) 170. 

28, Paid our note of the 6th Inst. (144) . . . 240. 
30, Accepted D. Slote & Co.'s draft on us 

at 30 days (146) 310. 



Bills Payable, 



o't for our note at 10 days, 



Bo't Mdse., 

Gave note at 20 dayi, 



Rec'd cash for our note at 10 days 



"•&. Checking and Ruling BiUa Payable.— To facilitate the taking of the trial balance, 
check the credit entries as fast as the same amoimts are posted to the debit side; then, before 
footing the account for trial balance, rule up the account at the point where it balanced last, as 
shown in the example above. 

TRANSACTIONS FOR PRACTICE.-SERIES 4. SET I. 

Special i*'eatures.— Continuation of Set 1, introducing two new accounts; viz., Bills Receiv- 
able and Bills Payable, which are to be checked and ruled according to '"fl and '"o. 

Record the following transactions in your Journal, immediately following the preceding work. 
writing the date (October 1) on the first line below the last entry for September 30. 

Whenever there is a reference in parentiheses, be sure to consult it before writing the record for 
that transaction. By doing this you will keep from making errors in the debits and credits, and at 
the same time ycu will become better acquainted with the principles of bookkeeping. 

146- 146b, 
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Business Memoranda. 



Oct 1, Sold merchandise to Jas. Howard for his note 
at 5 days 980. (136&.) 
Bought merchandise from Alex. Himer for our 
note at 5 days, $1345.18 (143(2). 

2, Sold merchandise for cash, |32.96. 

Received note at 10 days (1366), from Arthur 
Qrayden on account, 1128.37 (108n). 

Sold Chas. F. Foster & Co. on account, mer- 
chandise per hill, 9243.67 (1076). 

8, Sold to G. B. Dean & Co. on account (1075), 

subject to draft, merchandise per hill, 

11123.75 (80^). 
Sold Arthur Grayden on account (109) 30 

days, merchandise per bill, 1442.49. 
Received cash for office rent Charles St. 

Building, $210. (98^). 
Bought from Harold Wayne on account 

(lOSk) 30 days, merchandise per invoice, 

$1742. 

4, Received note at 5 days (138) from Chas. F. 
Foster & Co. (108ft) in part payment of bill 
of Oct 2, $150. 
Gave Harold Wayne (107e) our note at 6 days 
(145) in payment of bill of Sept 26, $365. 

6, Drew a draft in. favor of Harold Wayne 
(107£^) at sight on G. B. Dean & Co., $79.77 
(108o). 

Received from Chas. F. Foster & Co. on ac- 
count (108p) their draft on Morris & Co., 
at 10 days' sight in our favor, which has 
been accepted, $93.67 (1365). 

Paid Harold Wayne cash on account, $500. 



Oct 6, Bought merchandise per bill from Chas. F. 
Foster & Co. on account, $315. 

7, Paid janitor's services in Charles St. Build- 

ing, $12.50 (97c). 
Accepted Chas. F. Foster & Co.'s draft on us 
(107f) in their favor at 10 days' sight in 
part payment of bill of Oct 6, $200. (143d). 

8, Bought chandeliers for Charles St. Building 

(97c) from the Duer Hardware Co. on ac- 
count, $165. (108fc). 
Sold Arthur Grayden merchandise on ac- 
count $113.25. 

9, Received cash from Jas. Howard for his note 

due to-day, $80 (137d). 
Paid our note (142a) in favor of Alex. Himer 
in cash, $1345.18. 

10, Gave Harold Wayne (107c) our note at 30 

days in full of account, $1162.23 (145). 
Received from Arthur Grayden on account, 
$343.94. 

11, Received for rent of Charles St. Building, 

$341.50. 
Paid Duer Hardware Co. in full, $165. 
Paid our note (144) favor Harold Wayne due 

to-morrow, $365. 

13, Received cash for Chas. F. Foster & Co.'s 

note, $160 (137d). 
Bought merchandise for cash, $221.16. 

14, Received note at 30 days (1366) from G. B. 

Dean & Co. to apply on account, $1000. 
(108n). 

15, Received cash from Arthur Grayden for his 

note due to-day, $128.37 (139), 



INVENTORIES. 

Charles St. Building, $4400. 

Merchandise on hand, 1826.42 



Present your Journal to the teacher for examination. When it has been approved and returned to 
you, attend first to any special instructions the teacher may give in regard to it ; then proceed with 
your work according to instructions in the following paragraphs. 

147. First read ^®*fe, page 15, and ^*'^a, b and c, below ; then proceed to post the debits and credits 
from your Journal, opening new accounts with Bills Receivable and Bills Payable, giving each one- 
half page space. 

^*^a. In posting, when a personal account balances, rule it up at once, as shown in the Example 
on page 18, and explained in ***a and ^"t. This will occur in Arthur Grayden's account, Oct. 2, and 
again Oct. 10 ; in Harold Wayne's account, Oct. 10, and in the account with Duer Hardware Co., 
Oct. II. 

"^&. In posting to the credit of Bills Receivable check the entries with the corresponding amounts 
previously debited to that accoutit. (See ^*®&.) 

**^c. In posting to the debit of Bills Payable check the entries with the corresponding amounts 
previously credited to that account. (See ^*^6.) 

**^rf. When you have finished posting, rule the Bills Receivable and Bills Payable accounts at the 
point where they balanced last, as shown by the checking. (See ^*^b and ^**fc.) 

In Bills Receivable this balance-ruling should be on the line under the credit entry Oct. 15 ; and in 
Bills Payable, just below the debit entry Oct. 11. 

"^^. Next take a trial balance and present it to your teacher for approval. 

**Y. Proceed to close the Ledger as heretofore, following carefully the order given in the ten steps 

147-147f. 
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outlined in paragraph 104. Remember that personal, Bills Receivable and Bills Payable accounts, 
are not to be closed. 

When you have finished closing the Ledger, present your books to the teacher for examination and 
approval. If your work is correct the net gain is $603.60 and the net capital $7781.55. 

EXERCISES IN JOURNALIZING DRAFTS AND NOTES. 

Write on bill-cap paper the Journal entries which each party would make in his books for the 
following transactions : Make the entries in the order in which the persons' names are given. 

First determine which is the "drawer," "drawee," and "payee." 

The drawer always credits the drawee ; the drawee always debits the drawer. The corresponding 
debit or credit is determined by the nature of the transaction. Remember that the drawer and the 
pavee may be one and the same person. 

Sight drafts are generally treated as cash by the payee, or party receiving them. 

Refer to the special law governing each transaction as indicated. 



Transactions. 



1. R. C. Adams (107(jr. 108o) gave B. E. Anderson 

on % (72, 108p) his draft at sight on Wm. 
Friend (107f, 73) for $250. 

2. Harold Wayne (107i^, 108o) gave Arthur Grayden 

on % (136&» 108p) his draft at 60 days' sight on 
G. B. Dean & Co. (107A 143d) for $1000. 

8. James Warren (107^, 108o) drew a draft at 30 
days' sight on Richard Shields (107A 143d) in 
favor of Thomas Nlland (1366, 108p) for |2500. 

4. David Irvin ilOlg, 108o) drew a draft at 60 days 
after date on Ira Willis (107f, 143d) in favor of 
Harry Milton (135&, 108p) for |465. 

6. F. G. Botsford (72, 108p) received on % a sight 
draft from Andre Danvers (109, 110) drawn on 
Frank Archer (107f. 73) for $750. 

6. H. M. Grayson (72, 65e) made a draft at sight in 

favor of himself on Earle Winthrop on % and 
deposited it in bank for credit, $140. 

7. Geo. R. Hart (107/, 145) accepted E. R. Grayson's 

(138, 110) draft at 10 days' sight in favor of him- 
self on % for $1650. 

8. Chas. Haworth (138, 110) made a draft in favor 

of himself at 60 days after date on L. P. Vest 
(107/, 145), which Vest accepted and returned, 
for 1375. 

9. The drawer is Dilworth Bros., the drawee is Mer- 

chants Supply Co., the payee is C. M. Russell 
& Co. The draft is drawn at sight for $1265. 

10. James Harris is the drawee, R. A. Walters the 

payee, and Wells & Ray the drawers of a draft 
at 60 days' sight for $940. 
Wm. Wright cashed R. A. Walters' sight draft on 
Henry Smith for $100. favor Wood & Co. 

11. Karl Mosby (138, 108^) received from Chas. P. 

Wilson & Co. (107%, 1370 on 51^ a draft at 30 days' 
sight drawn in Wilson & Co.'s favor by Harry 
Arnold & Co. (107^^, 108o) and accep'ted by J. A. 
Amsbaugh & Co. (107/, 145) for $530. 

12. M. Grace & Co. (107A, 1370 transfened to Lloyd 

& Co. (138, IO89) by endorsement a draft in their 



favor accepted by Post & Gale (107f. 145) and 
drawn by Wells & Ray (107fir, IO80) for $6000. 

13. W. A. Baker (188, 108n) received from G. S. Ward 

(107e, 145) on % his note at 30 days with inter- 
est, for $225. 

14. W. A. Baker (107%, 139) transferred the above 

note to Kennedy & Richards (138, IO89) on%, 
at its face value, $225. 

15. Chas. A. Parker loaned James Manning $500, on 

his note at 60 days with interest 

16. Johnston and Davis received from H. M. Grayson 

on %, a note at 30 days, made in his favor for 
$200, and a draft at 60 days' sight in which 
Grayson is the payee, R. J. Campbell the drawer 
and Henry Smith the acceptor, for $400. 

17. Woodworth & Co. cashed Jas. Harris' sight draft 

on J. A. Amsbaugh & Co. $75, favor Dee & Co. 

18. J. M. Reed & Co. paid Merchants Supply Co. on 

%, a sight draft, drawn by R. A. Walters on the 
Merchants Supply Co., in favor of J. M. Reed 
& Co., for $630. 

19. L. A. Brown gave his draft at sight on Wm. Wright 

for $100 to Wells & Ray, for their note at 30 
days with interest, for the same amount 

20. F. A. Rice exchanged notes with M. G. Shrlver, 

for mutual accommodation, each made at 30 
days, for $375. * 

21. Geo. R. Hart received on % from M. Grace & Ca; 

their draft at 60 days, drawn on and accepted 
by Post & Gale, for $1000; E. R. Grayson re- 
ceived on % from Earle Winthrop his draft at 
60 days, drawn on and accepted by Martin & Co., 
for $1000; Geo. R. Hart and E. R. Grayson ex- 
change these drafts for mutual accommoda- 
tion. 

22. Richard Percy received from Wm. Brown on %, 

his note at 30 days for $950, also a draft at 10 
days' sight, drawn by Robert Hanover on James 
WalkeSk for $800. 



NoTB.— If any additional ezerclBes are necessary, the student may make the Joomal entries for notes and drafts 
contained in exercises for Notes and Drafts, pages 34 and 35. 
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ACCOUNTS SHOWING LOSSES AND GAINS. 

USE AND SERVICE ACCOUNTS. 

148. The losses and gains of a business come from two general sources : First, from our spec- 
ulative investments in merchandise, real estate and other property, as already explained under the 
head of Merchandise and Property Accounts ; and second, from the incidental receipts and expendi- 
tures for the uses and services that are necessary in carrying on the business. The latter are shown 
in accounts for Expense, Interest and Discount, Commission, Furniture and Fixtures. 

^^a. The debits to such accounts, as Expense, Interest and Discount, and Commission, are really losses to the 
business, and the credits to them are gains. These losses and gains may be entered directly into the Loss and 
Gain account; but in order to designate their sources in detail, separate accounts should be kept with each use or 
service, though they are all finally closed into Loss and Gain. 

^*^d. Your attention is especially called to the terms Use and Service, which are employed in reference to 
expenses, interest, discount, commission, etc. These terms are synonymous except in their application. We speak 
of the use of property and things, and the sendees of persons. These uses and services are received and given on 
exactly the same principle that property is received and given (bought and sold). 

^^r. jEzZ tho Expense Account are recorded the purchases of those things that are bought 

with the expectation that they will be consumed (**used up'') in carrying on the business, and also 

the regular as well as the purely incidental outlays for services or labor in conducting the business. 

In brief, it shows the cost of carrying on the business. 

From the foregoing and from the General Law (64-67) we deduce the following for debiting 

and crediting 

EXPENSE. 



149. Debit Expense— 

a. For what is bought to be used or consumed in 
the business, without the expectation of sell- 
ing it 

d. For money paid or credits given for uses or ser- 
vices received, such as Advertising, Insur- 
ance, Salaries, Light, Labor, Collection, Ex- 
change, etc., unless separate accounts are 
kept with such uses or services. (See 154.) 



150. Credit Eicpense— 

c. For what is sold after it has been debited to 

Expense. 

d. Before closing the account, enter on this side 

the value of the unused material or of unex- 
pired services (such as Insurance, Rent, etc.) 
previously debited to Expense. (See 153.) 



1£^1» Debit — for all incidental outlays not charge- 
able to any other use or service account. 



SUMMARY. 

152. Credit— for returns, — if any. 



163, The difference between the two sides of Expense after the Inventory (if any) is 
entered, shows a gain or a loss (usually the latter), which is transferred to the Loss and 

Gain account, as described in the following paragraph. 

"•tf. To close Expense, write on the smaller side (in red ink) the difference, the date of 
closing, the words '*Loss and Gain,'' and the page of the L. and G. account. Then rule and foot 
the account and carry the loss and gain to the opposite side of Loss and Gain, writing it there in 
black ink. 
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Study the following transactions, tracing the debits and credits, and looking up the references in 
parentheses, so as to become familiar with the principal rules for debitinor and crediting Expense. 
Journalize the following on bill-cap paper : 



Transactions for Example. 



Aug. 



1, Bought set of books and stationery 

for cash (149a) |9.60 

2, Paid rent for 1 month in adyance 

(1496) 25. 

3, Bought ton of coal (149a) 6.50 

5, Paid for postage stamps (149a) .50 



Aug. 7, Paid for Janitor's services (149&) .... 
15, Received cash for desk room (150c) . . 

25, Paid gas bill (149a) 

Received cash from owner of build- 
ing for hall gas Jets (150c) 

81, Inventory of coal on hand 



$5. 
5. 

7.50 

2. 

?.60 



JOURNAL ENTRIES. 



Aug. 1. 



Expense, 



Cash, 



2. 



Expense, 



Cash, 



Bo't set of books and Stationery, 



Paid rent for one month in advance. 






50 










9 


50 


25 




85 





154* ClSLBSified Expense Accounts, — It is generally desirable and often necessary to 
keep separate accounts of the outlays for salaries, rent, advertising, insurance, storage, light, freight, 
packing, fuel, labor, taxes, etc., in order that the proprietor may have information upon which to 
base his calculations for future operations, or in order that certain expenses may be appropriated to 
special property or merchandise accounts, or divided up and charged to various departments of the 
business at the end of the year. The plan that best serves the interests of the business is the one 
to adopt. 

^a. When special or classified expense accounts are kept, the * 'General Expense" account will 
contain only such items of expenditure as are not charged to any other account. 

^d. When a special expense account (such as Storage, Freight, Packing, Insurance, etc.) repre- 
sents a direct outlay on merchandise, it should be closed into Merchandise before the latter account 
is closed into Loss and Gain. (See 79/*, foot-note.) 

^c. When an article that has been charged to a special expense account is sold or disposed of 
for value, the amount received for it should be credited to the account previously debited for it. 
(See 160r.) 

INTEREST AND DISCOUNT. 

1 56. Interest is the use of money when, or after it is due, ^Discount is the use of money 
before it is due; that is, when the use of the money is paid for in addition to paying the principal, 
which is usually done after the person paying for it has had the use of the money, it is called interest. 
But when a person is charged for the service of money before he has had the use of it, and the charge 
for such use is taken out of the amount of money upon which it is calculated, it is commonly spoken 
o( 2iS discount,^ 

Illustration. — Thus, if a man borrows $1000 for one year, agreeing to pay 6 per cent, for the use of it, and 
at the end of that time pays $1080, the $60 is called interest; but if he borrows the money from someone who keeps 
out the $60, giving him only $940, the $60 is called discount. The one who loans the money and keeps out the $60 
credits "Discount"* (or "Interest and Discount") for that amount, because he gives the use of his money (65^) 
for which he receives pay (cash) in advance out of the amount upon which the use is calculated. The person who 
borrows the money debits "Discount" (or "Interest and Discount") because he receives the use of money (64c) 
for which he pays in advance by having the value of such use withheld from the amount upon which it is calculated. 
It is the same as if the borrower had received $1000 and then turned around and handed $60 back to the lender for 
the use of his money in advance of such use. 

*TheoreticaUy, payments for Interest (use of money) are divided into- premiam payments and dlsooont payments, 
premium being the nse paid for in addition to the principal after it is doe, and disooant being the use paid for before doe 
by having its value deducted from the principal or amount discounted. 

164-1S6. 
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16 7. Interest is calculated on interest-bearing notes from the date on which they begin to draw 
interest to the date they are due, which is the last day of grace. Discount is computed for the exact 
number of days from the date of discount to the due date. "^Interest-bearing notes are discounted 
for the face of the note plus the interest, which is the amount. The amount of the note less the dis- 
count equals the proceeds, 

159. At the beginning of business, the date on which the books are opened, any interest due 
the proprietor or firm is a resource (44) and should be debited to Interest, and on the other hand, 
interest owed by the proprietor or firm at the beginning of business is a liability (45) and should 
be credited to Interest. 

From the foregoing and from the General Law (64-67) we deduce the following for debiting 
and crediting. 

INTEREST AND DISCOUNT. 



lOO. Debit Interest and Discount— 

a. At beginning of business, for all interest due 

to us from others on Bills Receivable, bonds, 

claims, accounts, etc. 
6. For all use of money (interest) received by us 

on our own notes (Bills Pay.), accounts, etc., 

and for which we pay or allow credit 

c. For all deductions on notes and time drafts 

that are discounted for us. 

d. For the discount we allow others on their own 

notes (Bills Rec.) when they prepay them. 

e. For discount allowances we make to others on 

notes and drafts that we transfer to them 
for purchases or on account. 
/. Before closing this account, to find the gain or 
loss, enter on this side (in red ink) the 
amount of interest accrued and unpaid on 
debts (Bills Pay., accounts, etc.) we owe to 
others, writing as an explanation "Inven- 
tory," or "Accrued and Unpaid." (See 220.) 



101. Credit Interest and Discount— 

g. At beginning of business, for all interest we 
owe to others on notes (Bills Pay.), accounts, 
etc. 

h. For all use of money (Interest) given to others 
on their notes (Bills Rec.), accounts, etc., 
and for which they pay or give us credit 

i. For all deductions on notes and time drafts 
that we discount for others. 

/. For the discount others allow us on our own 
notes (Bills Pay.) when we prepay them. 

k. For the discount others allow us on notes and 
drafts they transfer to us for purchases or 
on account 

I, Before closing this account, to ascertain the 
gain or loss, enter on this side (in red ink) 
the amount of interest accrued and unpaid on 
debts (Bills Rec., etc.,) others owe to us, 
writing as an explanation "Inventory," or 
"Accrued and Unpaid." (See 220.) 



SUMMARY. 



162. Debit— tor all use of money received. 



Note.— The debit side of this account shows the allow- 
ance to others for Interest (ose of money) received from 
them. 



163* Credit— ioT all use of money given. 

NOTB.— The credit side of this account shows the 
aUowanoes by others to us for Interest (ose of money) 
given to them. 



164. Interest is always debited or credited the same as the account which produces it. Discount 
is always debited or credited just the opposite of the account on which it is allowed. 

165. rize Dl£fei^22Ce between the two sides of Interest and Discount, after the Inventories 
(if any) have been entered, shows the loss or gain on interest, — a loss when the debit side is the 
larger, a gain when the credit side is the larger. At time of closing, this loss or gain is transferred to 
the Loss and Gain account, as described in the following paragraph. 

*"a. To Cloae Interest and DiacOimtfV^nit on the smaller side (in red ink) the amount of 
the difference, the date of closing, the words "Loss and Gain," and the page of the L. and G. account. 
Then rule and foot the account and carry this loss or gain to the opposite side of Loss and Gain, writ- 
ing it there in black ink. 

Note. — It will be observed that the account on the next page is opened under the head of ** Interest and Diseount." 
When it is desirable, separate accounts may be opened with Interest and with Discount, and again bookkeepers some- 
times use only the one word "Interest," or *' Discount," and under it post aU the items of interest and discount. You 
wiU observe that only discounts pertaining to notes, etc., are entered in the Interest and Discount account. " Merchandiee 
Discount" account is a different account, and contains only the discounts received and aUowed on purchases and sales. 
It is fnUy explained elsewhere (79e). 

157-165a. 
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Aug. 



Journalize the following^ on bill-cap paper. 

Transactions for Example. 

1, Received cash for tnc use of money 

given (interest) (163) |25. 

5, Paid cash for the ur>e of money re- 
ceived (162) 13. 

10, Prepaid our note, |800. Dsct. (use) 

given to maturity. (161/ or 162.) . . 45.12 
RtiuliB shoum. — Gain, |77.12. See account above (165.) 



Aug. 15, Paid cash for interest (162) 15. 

20, Received cash for interest (use 

given) 85. 

30, Paid cash for interest (use received) 60. 



COMMISSION ACCOUNT. 

166. Commission is a percentage charged by an agent or commission merchant for his 
services. This account is, therefore, a service account. It is debited for all such services received 
(which we pay for) and credited for all such services given (for which we receive pay). 

^•®a. "Storage," "Salaries," and other like accounts are similar to the commission account, and 
are kept in the same way. 

From the foregoing and from the General Law (64-67) we deduce the following for debiting 
and crediting the 

COMMISSION ACCOUNT. 



167. Debit Commissioit— 

a. At beginning of business for all commission 
earned and unpaid, due us from others. 

h. For the amount of others' services in this 
capacity, received and paid for or credited 
to them. 

c. Before closing this account, to find the loss or 
gain, enter on this side (in red ink) the 
amount of commission earned by others and 
remaining unpaid, using the explanation 
'Inventory," or "Earned and Unpaid.' 



**^ 



tt 



168. Credit Commission— 

d. At the beginning of business for all commis- 

sion earned and unpaid due to others. 

e. For the amount of our services given to others 

in this capacity, for which they pay or credit 
us. 

f. Before closing this account, to find the loss 

or gain, enter on this side (in red ink) the 
amount of commission earned by us and 
remaining unpaid, using the oplanation 
Inventory," or "Earned and Unpaid.' 



«i 
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SUMMARY. 



169. Debit— for all commission services received 
(64c). 

Note.— The debit side of this aooonnt shows what 
oommission has cost ns. (See 66.) 



170* Credit— ^or all commission services given 
(651?). 

Note. — ^The credit side of this aocount shows what 
oommission has prodaoed us. (See 67.) 



171. 2726 difference between the two sides of Commission after the Inventory (if any) 
has been entered, shows a loss or a gain, — ^a loss when the debit side is the larger, a gain when the credit 
side is the larger. At the time of closing, this loss or gain is transferred to Loss and Gain, as 
described in the following paragraph. 

^'*a. To close Commission, write on the smaller side (in red ink) the difference, the date 
of closing, the words "Loss and Gain," and the page of the L. and G. account. Then rule and foot 
the account and carry this loss or gain to the opposite side of Loss and Gain, writing it there in black 
ink. 



166-1 71a. 
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Study the following transactions, tracing the debits and credits, and looking up the references 
in parentheses, so as to become familiar with the principal rules for debiting and crediting Com- 
mission. Journalize on bill-cap paper. 



Transactions 

Aug. 1, Received cash for services rendered 
in seUing produce on commission 

(168«) 1150. 

8, Received casli for services rendered 
(168e) in renting house on Third 

Ave 16.50 

16, Received cash commission earned 
from the retail produce business 
(1686) 



FOR Example. 

Aug. 24, Paid cash for services received from 
real estate agent for disposing of 

lot on commission (1675) 41.50 

30, Received cash commission for ser- 
vices rendered (168e) in effecting 
sale of carload of potatoes 19.50 



18. 

RwvXU aAoim. — Gain, 1162.50. See account above (171). 



FURNITURE AND FIXTURES. 

172. This is an account with articles of furniture, such as desks, safes, stoves, chairs, tables, 
portable scales, movable counters, show-cases, etc., bought for use in offices, stores, factories, hotels, 
etc., and with things annexed to real property, such as gas-fixtures, shelves attached to the walls, 
counters fastened to the floor, or other things attached to the property in any way for the purposes of 
trade or manufacture. The latter are called fixtures. 

*'*a. Since the horses and wagons required in some kinds of business for delivering or hauling 
goods cannot properly be classed with furniture and fixtures, it is best to open an account with them 
under the title "Horses and Wagons," or "Teams and Wagons," debiting and crediting it as in case 
of Furniture and Fixtures. 

173. The Furniture and Fixtures account is intermediate between Property accounts (95) and 
Expense (148). The things charged to it are not bought with the expectation of selling them for 
profit, which is the essential idea of Merchandise and other property accounts ; neither is it expected 
that they will be consumed or "used up" in conducting the business, hence, they are not properly 
chargeable to the Expense account. 

174. As in the case of Expense (see **®r), when anything which has been charged to Furniture 
and Fixtures is sold, the account should be credited. 

From the foregoing and from the General Law (64-67) we deduce the following for debiting 
and crediting 

FURNITURE AND FIXTURES. 



175. Debit Furniture and Fixtures— 

a. At the beginning of business, for the value of 

aU furniture and fixtures then on hand. 
6. For aU subsequent purchases of furniture or 

fixtures. 



176. Credit Furniture and Fixtures— 

c. For sales of anything previously charged to 

this account. 

d. Before closing the account, to ascertain the 

gain or loss, enter on this side (in red ink) 
the value of furniture and fixtures on hand, 
using the word "Inventory." 



Debit — for costs. (66.) 

« 

178-176. 



SUMMARY. 

Credit— for sales. (67.) 
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177. The diffeTence between the two sides of Furniture and Fixtures after the Inventory 
(if any) has been entered, shows a loss or a gain, — a loss when the debit side is the larger, a gain 
when the credit side is the larger. At the time of closing, this loss or gain is transferred to Loss 
and Gain, as described in the following paragraph. 

"■'a. To close Furniture and Fixtures, write on the smaller side (in red ink) the difference, the 
date of closing, the words "Loss and Gain," and the page of the L. and G. account. Then rule and 
foot the account and carry this loss or gain to the opposite side of Loss and Gain, writing it there in 
black ink. 

Study the following transactions, tracing the debits and credits, and looking up the references 
in parentheses, so as to become familiar with the principal rules for debiting and crediting Furniture 
and Fixtures.* 
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Journalize the following: 



Transactions for Example. 



Aug. 1, Bought office-desk for cash (175d).. $36. 

2, Paid for counters 137.60 

4, Paid carpenter for labor and mate- 
rial for building shelves (176b) 39.60 

8, Bought scales for weighing, pd. cash 12. 

10, Paid for office-chairs 18. 

Re»uliz shoum, — Loss, $40.71 (177). 



Aug. 16, Paid for show-cases $77.60 

29, Sold one counter for cash (176c) .... 26. 
31, Furniture and Fixtures on hand 
inventoried at 10 % less than cost 
(176d), $263.89. 



LOSS AND GAIN ACCOUNT. 

178. This account is kept for the purpose of showing the net loss or gain resulting frwn the 
transaction of business since the last closing of the Ledger. In it are grouped the gains and losses of 
the business. ^^'To it are transferred the losses and gains from the speculative accounts, such as 
Merchandise, Real Estate, etc., and from the use and service accounts, such as Expense, Interest and 
Discount, Commission, etc. It is debited for the losses and credited for the gains, shown by these 
accounts. *'®The net gain or loss then shown by the difference indicates whether the business has 
been profitable or unprofitable to the proprietor or firm to which it belongs. 

181. If there has been a net gain, there has been a corresponding increase in the net resources 
of the business, and consequently in the present net capital of the proprietor or firm. 

182. If there has been a net loss, there has been a corresponding decrease in the net resources 
of the business, and consequently in the present worth of the proprietor or firm, as shown in their 
accounts at the last closing of the books. 

183. This account, therefore, is closed into the account representing the ownership of the busi- 
ness when an individual or partnership concern. When a corporation, it is usually closed into a "Divi- 
dend" or "Undivided Profits" accounts, or both. 

From the foregoing and from the General Law, we deduce the following for debiting and 
crediting. 

• Many bookkeepers, as well as most authors of works on the subject, have made the error of classing such articles of 
Inmiture as safes, desks, stoves, chairs, etc., with fixtures, under the title " Office Fixtures " or " Store and Office Fixtures." 
This they do in ignorance or disregard for the meaning of the term fixtures. While the original and essential idea of the 
term is not held to in law, there is no excuse for this disregard of its meaning as distinct from " furniture " in the 
common usage of the latter word. 

tin some large establishmentB where the nature of the business requires a large outlay for furniture and fixtures 
It is sometimes desirable to keep two accounts, one for '* Office Furniture and Fixtures," the other for ^^ Store Furniture 
and Fixtures." 
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LOSS AND GAIN. 



3.84. Debit Loss and Gain— 

a. At time of closing the Ledger, debit this account 
for the amounts shown (in red ink) on the ' 
credit side of all accounts which close into 
"Loss & Gain," writing here (in black ink), 
(1) the amount, (2) the date, (3) the name, and 
(4) the page of the account transferred from. 

h. At any time In the course of business when there 
occurs a loss that is not chargeable to some 
other account, debit this account for it (See 
Note 1, below.) 



185. Credit Loss and Gainr-- 

c. At time of closing the Ledger, credit this account 

for the amounts shown (in red ink) on thtf 
debit side of all accounts which close into 
"Loss & Gain," writing here (in black ink), 
(1) the amount, (2) the date, (3) the name, and 
(4) the page of the account transferred from, 

d. At any time in the course of business when there 

occurs a gain that cannot be properly credited 
to some other account, credit this account for 
it. (See Note 2, below.) « 

e. When anything previously debited to Loss and 

Gain produces value, credit this account or 
such value. (See Note 3, below.) 



SUMMARY. 



186. Debit-^toT all losses. 

a. To close Loaa and Oain when the credit side is the 
larger (showing an excess of gains), write on 
this side (in red ink), (1) the amount of the 
proprietor or each partner's net gain, (2) the 
date, and (3) the name and page of the account 
transferred to. Then rule as in other accounts, 
and transfer the net gain to the credit side of 
the proprietor or partner's account, writing 
there (in black ink) the amount of net gain, 
the date, the words "Loss & Gain," and the 
page of the account transferred from. (See 
"■a, "^, and Note 4, below.) 



187. Cr ecZft— for all gains. 

h. To close Loss and Gain when the debit side is the 
larger (showing an excess of losses), write on 
this side (in red ink), (1) the amount of the 
proprietor or each partner's net loss, (2) the 
date, and (3) the name and page of the account 
to be transferred to. Then rule and foot as in 
other accounts, and ransfer the net loss to 
the debit side of the proprietor or partner's 
account, writing there (In olack ink) the 
amount of net loss, the date, the words "Lioss 
& Gain," and the page of the account trans- 
ferred from. (See "•«, ""6, and Note 4. below.) 



188. The difference between the two sides of Loss and Gain shows the net loss or net 
gain, — ^a net loss when the debit side is tihe larger, a net gain when the credit side is the larger. This 
net loss or net gain is closed into the proprietor's account, as described in ^••a, ^"b, or into the part- 
ner's accounts, as described in the following paragraph. 

*"®a. In case of a partnership, the partners' names are written on the smaller side of Loss and 
Gain, each one's share of the net loss or net gain being transferred to his "Partner" account. If pri- 
vate accounts are kept with the partners (see 255), the word "Partner" should follow the name of 
each in the closing entries of Loss and Gain. 

*••&. In the case of a joint stock company or corporation, the net gain is closed into "Dividend" 
account or "Undivided Profits" account, or both (see 179) ; if the result is a net loss, it is closed 
either into "Undivided Profits," "Sinking Fund," or "Deficit" account, or brought down on the debit 
side of Loss and Gain in the same manner as an "Inventory." 

The following Loss and Gain account is made up from the various examples of accounts show- 
ing losses and gains given on the preceding pages of this book. 

Note.— The object in giving this account here is not merely to fnmlBh an example (for the Loss and Gain account 
has already been illustrated, see page 17), but rather for the purpose ot calling special attention to the significance of red 
ink entries and the role concerning their transfer. 

NoTB 1.— This appUes chiefly to losses on the accounts of insolvent debtors at the time of final settlement. (See 
entry April 10, Set 3.) If the proprietor should lose cash, or any other thing of value belonging to the business, he may 
debit it to Loss and Gain, but properly he should charge it to his private account. 

NoTB 2.— This entry is not likely to occur except on the books of an insolvent business. When a final settlement is 
made by paying to creditors a certain per cent, of their claims, the balance of the indebtedness should be credited to Loss 
and Gain. 

NoTB 3.— As in the case of a subsequent payment by an insolvent debtor who has settled with his creditors at so 
much on the dollar, the balance of his account having been debited to Loss and Gain. 

Note 4.~If a private account is kept with the proprietor, the closing entry in Loss and Gain to transfer the net loss 
or net gain to the proprietor's account should include the word **• Proprietor " (or ** Private ") and his name, showing 
which account it is transferred to. 
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Accounts Showing Losses or Gains. 



Merchandise, page 6, gain (red ink entry on 

debit side), |460. 

Property (Real Estate), page 12, gain (red 

ink entry on debit side) 171. 

Expense, page 41, loss (red ink entry on 

credit side) 44.50 



Interest and Discount, page 44, gain (red ink 

entry on debit side) 77.12 

Commission, page 46, gain (red ink entry on 

debit side), 162.50 

Furniture and Fixtures, page 46, loss (red ink 

entry on credit side) 40.71 



Question: What effect does this result have on the proprietor's account? (See 181-182.) 

189. Notice that the losses and gains shown by the examples above referred to are written on 
the smaller side of those accounts in red ink, but that they are written in black ink on the opposite 
side of the Loss and Gain account when transferred to it. "®The reason for this is that the entry is 
made in red ink on the smaller side of an account to show conspicuously the amount it takes to 
equalize the two sides ; or how much the losses or gains of the opposite side exceed the gains or losses 
of the side on which the red ink entry occurs. ^'^Therefore, the real loss or gain is found in the 
account on the side that is opposite the red ink entry. 

For example: The Expense account (page 41) exhibits a loss of $44.60, the red ink entry on the 
credit side showing that the debits (losses) exceed the credits (gains) of Expense that amount. 
Hence, when this entry is transferred from the credit side of Expense, it is taken to Loss and Gain, 
and there written on the debit side (where it belongs) in black ink. 

192. From the foregoing, we deduce the rule that, — Amounts shown in red are always entered 
on the opposite side of the account to which they are transferred. 



QUESTIONS. 



1. For what are property accounts debited and 

credited?" 

2. What does the difference show?^ 

8. Is such an account as Real Estate often kept? 
4. What is the first step in closing the Ledger? ^^ 

The second? 
6. What statements is it customary for bookkeepers 

to make? '* 

6. How do you find the gain or loss on merchandise? 

On the investment? 

7. What is a personal account? *"• The object? '"a 

8. For what are they debited and credited? 

9. What does the difference show?"* 

10. When should a personal account be ruled up?"*& 

11. What is a promissory note? "• 

12. Who are the parties to a note? "*6 

13. How are notes transferred? "• 

14. What do we mean by maturity?*" The time to 

run?"^a 

15. When the time is indicated in days, what is 

meant? In months? '"6 

16. If a note falls due on Sunday or a legal holiday. 

what is the custom? "'c 



17. What are days of grace? *" 

18. What is a draft? »• 

19. Who are the original parties to a draft? ** 

20. What are the different kinds of endorsements? ^*a 

21. How are drafts drawn as to time? *** 

22. What are Bills of Exchange? *" 

23. What is an <tcceptance? ^ 

24. How are drafts accepted? "• 

25. Are sight drafts accepted?** 

26. What term is applied to accepted drafts?"* 

27. What is a Bills Receivable? *»« A Bills Payable? * 

28. What is a Bills Receivable account debited and 

credited for?*** 

29. What does the difference show? **• 

30. How are Bills Receivable checked? **•& 

31. Are they ruled the same as other accounts? **c 

32. For what is Bills Payable account credited?*** 

33. What does the difference show?*** 

34. Bills Receivable and Bills Payable accounts repre- 

sent what class of accounts? (See Note, p. 35.) 
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TRANSACTIONS FOR PRACTICE.— SERIES 5, SET 1. 

r. — Continuation of Set 1, introducing the following new accounts : Expense, 
Interest and Discount, Furniture and Fixtures. 



Business Memoxanda. 



Oct. 16, Bought bill of merchandise from the Duer 
Hardware Co. on account, |1250. 
Received from 6. B. Dean & Co. in full of 
account (108p) their draft on J. F. Wiggins, 
at 60 days' sight in our favor (186&) which 
has been accepted, |43.98. 
Paid clerk's salaries in cash, |76. (1495). 

17, Sold Arthur Grayden merchandise on ac- 

count, $514.91. 
Bought bill of merchandise from Harold 

Wayne on account, $1433.34. 
Bought fire-proof safe (1755) for cash, $170. 

18, Received from Arthur Grayden his note 

(1365) at 30 days with interest in pay- 
ment of bills of Oct 3 and 8, $555.74 
(108n). 

Paid for letter-paper and envelopes, $6.50 
(149a). 

Received cash for note due to-morrow,* 
$93.67 (137(2). 

Paid taxes on Charles St. Building, $35. (97c). 

20, Sold Chas. F. Foster & Co. on account mer- 

chandise per bill, $1764.97. 
Paid bill for books and stationery purchased 

at beginning of business, $35. (149a). 
Paid note (142a) due to-day, $200. 
Gave Harold Wayne (107e) our note at 30 

days with interest (143d), in payment of 

bill of 17th, $1433.34. 
Received cash for rent Charles St Building, 

$50. 
Paid for postage stamps, $1. (149a). 

21, Discounted note received from G. B. Dean 

& Co., dated Oct. 14, at First National 
Bank; face of note $1000. (137e); discount 
received, 26 days, $4.33 (160c); net pro- 
ceeds received in cash, $995.67 (705). 



Oct 21, Received from Chas. F. Foster & Co. on ac- 
count, note made by Thos. Duncan & Co. 
at 60 days, in their favor, and which they 
have transferred to us by endorsement, 
$1000. (136c) date of note, Oct. 18; dis- 
count for 60 days, $10. (161A;); net pro- 
ceeds placed to credit of Foster & Co., 
$990. 

22, Bought rolling-top desk for office (1755), $25. 

cash. 

23, Prepaid our note in favor of Harold Wayne, 

given Oct. 10, less discount to maturity; 
face of note $1162.23 (142a); discount 20 
days, $3.87 (161/); net proceeds paid in 
cash, $1158.36. 
Bought merchandise from Harold Wayne for 
our note (143(f) at 90 days, $2347.13. 

24, Bought revolving chair for office, (1755) $10. 

cash. 

25, Sold G. B. Dean & Co. on account merchan- 

dise, $450. 
Paid for haulHig goods from freight station, 

$18. (790. 
27, G. B. Dean & Co. report that 3 brls. of 

flour we sold them on the 25th were badly 

damaged; we allow them a rebate of $14. 

(79d-108r). 
Paid for advertising (1495) in daily papers, 

$175.60. 

29, Received from G. B. Dean & Co. cash in full 

of account, $436. 

30, The rent of room occupied by us in Charles 

St Building since Sept 15, (1^ mos.) 
amounts to $75. (1495-98(7). 
Sold Charles St Building for $4350. Re- 
ceived cash, $3000. Note 60 days, $1350. 
(705 and 1365-98^). 



FORM OF ENTRY. 



Cash, 

Interest and Disooont, 
Bills Receivable, 



Received net proc ee ds, 
26 days' discount 
G. B. Dean A Co.'s Note 
disooonted. 



906 

4 



67 
88 



1000. 



Inventories. 

Merchandise on hand, . 
Fumituze and Fixtures, 



$4818. 
200. 



Present your Journal for approval. When it is returned to you, attend first to any special 
instructions from the teacher, and then proceed with your work as outlined in the following 
paragraphs. 

193. Post the Journal from Oct. 16 to 30 inclusive. Before beginning to post, however, read 
the next two paragraphs headed "Precautions" and "Remember." 

***a. PreCBUtions. — First: In making an entry in the Ledger, always enter the amount first 
according to 89. Second : After you have posted an item, look at it a second time in both books, com- 
paring the amount as you have entered it in the Ledger with the amount in the Journal to see that 
you have it correct and on the proper side of the account, — debits on the left, — credits on the right. 
This latter may seem to you to be an unnecessary precaution ; but experienced bookkeepers do not 
think so. They exercise it ; and experience will teadh you that it saves, in the long run, at least twice 
as much time as it takes. 

*See paragraphs "^o and ""6, page 88. 
193-ie8a. 
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"'^. RezneJOlber, first, that personal accounts are to be ruled whenever they balance. (This 
will occur in G. B. Dean & Co.'s account, Oct. 16 and 29 ; in Arthur Grayden's account, Oct. 18 ; in 
Harold Wayne's account, Oct. 20) ; second, that Bills Receivable and Bills Payable are to be checked 
whenever an amount is posted to the credit of the former or to the debit of the latter ; third, that before 
taking a trial balance, you should rule these two accounts (by single lines across the money-columns) 
at the point where they last balanced. 

i»«^. When you have finished posting, take a trial balance as heretofore, and present to the 
teacher for approval. 

^^^d. Next proceed to close the losses and gains in the Ledger, as heretofore. Do not close the 
personal accounts and Bills Receivable and Bills Payable. Close Expense according to "*a. Interest 
and Discount according to ""^a, Furniture and Fixtures according to "^a, first entering Inventory 
according to "•rf. 

193}. When you have closed Loss and Gain according to 187, and brought down the net capi- 
tal in your own account, present your books to the teacher for examination and approval. Follow 
his instructions in regard to your next work. 

PROPRIETOR'S AND PARTNER'S ACCOUNTS. 

194. The Proprietor's Account (sometimes called "Stock Account," or simply "Stock," 
and which is illustrated as "Student" account, page 9) represents the owner's interest in the business. 

196 It shows the amount of the resources (cash, property, and other things of value) 
invested by' the proprietor, the liabilities (debts) assumed for him by the business, and his net capi- 
tal* at commencing. It also shows what he withdraws from the business, his additional investments, 
and at the time of closing, h^w much he has gained or lost, and his Net Capital or Net Insolvency. 

196. Capital is the money or property, or assets of any kind invested in business. 

197. 2\ret Capital is the excess of the resources over liabilities at the time of closing the 
account. It is the difference between the two sides of the proprietor's account, when the credit side 
is the larger after he has been credited with his net gain or debited for his net loss. 

198. Net Insolvencjr is an excess of liabilities over resources. It is the difference between 
the two sides of the proprietor's account when the debit side is the larger at the time of closing the 
account, after he has been credited with his net gain or debited with his net loss. 

199. Partner's Account. — The foregoing statements concerning the Proprietor's account 
are equally true whether there be one proprietor or several. When two or more proprietors unite in 
conducting business, each contributing something for the purpose of making money, the union of 
capital, time, etc., is called a firm or partnership, and each proprietor or member of the firm is a part- 
ner. The business then has an account with each partner, and he is credited for his investments 
(what he gives to the business) and debited for his liabilities (debts) to be paid frcmi the badness, 
for his withdrawals (what he receives) from the business. 

200. Two Accounts, — Usually the proprietor or each partner should have two accounts — 
one as an investment account showing his interest in the business and the other as a "private" or 
strictly personal account. In the investment accounts, only the larger or more permanent items 
invested or withdrawn are recorded, while the private account contains a record of the temporary 
dealings of the business with the proprietor or partner as a private person, such as small sums of 
money withdrawn, or goods taken from the store for private use. In the case of partners who are 
to receive salaries, these should be regularly credited on their private accounts. 

201. The words "Proprietor" or "Partner" and "Private" should be used to distinguish between 
a proprietor's or partner's investment account and his private account. Thus, if John Smith is in 
business for himself, his investment account should be headed, "John Smith — Proprietor," and his 
private account, "John Smith — Private." If James Jones and Henry Brown are in business as part- 
ners, their investment accounts should be headed, "James Jones — Partner," "Henry Brown — Part- 
ner," and their private accounts, "James Jones — Private," "Henry Brown — Private." 

NOTB.— Special information regarding the Capital Stock account, which represents the combined Interests of 
stockholders in a corporation, will be found later in the work. 

*The difference between his resources and liabilities by the ** First Method'' (203-4), or the net investment by the 
«« Second Method" (206-6). 

103b-801. 
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From the foregoing and from the General Law (64-67), we deduce the following for debiting 
and crediting 

PROPRIETARY ACCOUNTS. 



203. Debit— the Proprietor or Partner. 

a. At beginning of business, for all liabilities 
(personal debts) to be paid for him from the 
business. 

5. For all withdrawals of capital (money or prop- 
erty) from the business, and for subsequent 
liabilities assumed by him. 

e. For his net loss, as shown by the Loss and 
Gain account when that account is closed 

d. For the debit excess of his private account, if 
such is kept (265). 



First Method. 

204:. Credit — the Proprietor or Partner. 

e. At beginning of business, for investment of 
resources. 

f. For all subsequent investments. 

g. For his net gain, as shown by the Loss and 
Gain account, when that account is closed. 

h. For the credit excess of his private account, if 
such is kept (255). 



205. a* (Liabilities not shown here.) 

b, c and d. (Same as in First Method.) 



Second Method 

206. e. At beginning of business, for his net invest- 
ment, or net capital. 
f, g and h. (Same as in First Method.) 



207. Debit— the Receiver. 

a. To close a Proprietary account showing a net 
capital, write on this side (in red in^) the 
difference between the two sides of the 
account, the date, and the words "Net Cap- 
ital." (See 209.) 



SUMMARY. 

208. Credit— the Giver. 

6. To close a Proprietary account showing a net 
insolvency, write on this side (in red ink) the 
difference between the two sides of the 
account, the date, and the words "Net In- 
solvency." (See 209.) 



209* The difference between the two sides of a proprietary account after the accounts 
affecting it have been closed into it shows the proprietor's or partner's Net Capital or Net Insolvency, 
— Net Capital when the credit side is the larger, Net Insolvency when the debit side is the larger. 

EXAMPLES OF BUSINESS TRANSACTIONS AND PROPRIETARY ACCOUNT. 

Study the following transactions, tracing the debits and credits, and looking up the references 
in parentheses, so as to become familiar with the principal rules for debiting and crediting Proprie- 
tary Accounts. 
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Transactions for Example. 



Jan. 1, The proprietor commenced busi- 
ness with cash investment . of 

(204c) 14500. 

15, He withdrew cash from the busi- 
ness (203&) 50. 

April 1. He invested cash (204f ) 1200. 



May 20, He withdrew cash from the busi- 
ness 250. 

Sept. 1, He invested cash 500. 

Dec. 31, At the time of closing his books 

showed a net gain of (204^) 785.41 



Results i'A^wn.— Present Net Capital $6685.41. 



IBO3-S00. 
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TRANSACTIONS FOR PRACTICE.— SERIES 6, SET 1. 

Speci&l F6BtUT08. — Continuation of the business, introducing the Commission account, 
Illustration showing the forwarding of the Merchandise account; Disposal of the entire stock of 
goods and furniture and fixtures on hand; Closing the books with but one resource, the cash on 
hand, which equals the net capital of the proprietor. 

Enter the following transactions in your Journal immediately following the last entry in 
October. 

Business Memoranda. 



Not. 1, Transferred acceptance received Oct 16 by 
endorsement to Duer Hardware Co. on 
account, less discount to maturity; face of 
acceptance, 143.98 (137f); discount 45 
days, 1.33 (160e) ; net proceeds charged to 
their account, 143.65 (lOlh). 
Paid salaries to date, |75. 

8, Sold Arthur Grayden on account merchan- 

dise, $1643.84. 
Received draft in our favor from Chas. F. 
Foster & Co. (108p) In full of account, 
accepted by M. Grace & Co. at 15 days' 
sight (1365), 1659.97. 

5, Paid one month's rent in advance, |60. 

(149&). 
Received from Arthur Grayden (110) in pay- 
ment of bill of Oct 17, cash, $214.91, and 
note at 30 days, $300. (136b). 

6, Bought from Harold Wayne on account mer- 

chandise, per invoice, $641.90. 
Received cash commission (168e) from Duer 

Hardware Co. for securing order for bill of 

chandeliers for a new building, $43.50. 
Paid for hauling away damaged goods $3.65 

(149&). 

9, Cash sales of merchandise per cash drawer, 

$61.32. 
11, Paid our note given Oct 23, less discount to 
maturity; face of note, $2347.13 (142a); 
discount 76 days, $29.73 (161/); net pro- 
ceeds paid in cash, $2317.40. 
Paid for two tons coal, $13.50 (149a). 

16, Sold Duer Hardware Co. on account mer- 

chandise, $434.12. 
Sundry sales of merchandise per cash 
drawer, $1152.17. 

17, Received cash from Arthur Grayden for his 

note of Nov. 5 less discount to maturity; 



face of note, 800 (137(1) ; discount 16 days, 
80^. (160d) ; net proceeds received in cash, 
$299.20. 
Nov. 20, Paid Duer Hardware Co. cash on account 
$250. 
Received cash in payment of note with inter- 
est, received Oct. 18; face of note, $555.74 
(137d); interest 33 days, $3.06 (161A); 
total amount of cash received, $558.80. 

21, Received cash for note due to-day, $659.97. 

22, Paid our note of Oct 20 with interest due 

to-day; face of note, $1433.34 (142a); 
interest 33 days, $7.88 (160&); amount 
paid in cash, $1441.22. 
Sundry sales of merchandise per cash 
drawer, $536. 
24, Paid cash to Duer Hardware Co. in full of 
account, $522.23. 
Discounted Note received Oct 21 at bank; 
face of note, $1000 (137e); discount 26 
days, $4.33 (160c); net proceeds received 
in cash, $995.67. 

28, Discounted note at bank; note received Oct 

30; face of note, $1350 (139); discount 
34 days, $7.20 (162) ; net proceeds received 
in cash, $1342.80. 

29, Cash sales per cash drawer, $185. 
Paid clerk salaries to-day, $65. 

Sold entire stock of goods on hand at "In- 
ventory" price for cash to J. G. Johnson & 
Co., who will continue the business, 
$1538.43. 

Sold them safe, desk, and office-chair for 
$170. (176c). 

30, Received cash from Arthur Grayden in full 

of account, $1643.84. 
Paid cash to Harold Wayne in full of ac- 
count $641.90. 



Read the note below before you begin to post. 

When you have entered the above transactions in the Journal, post to the Ledger. Take a trial 
balance, close the Ledger. Before proceeding to do so, however, read paragraphs 193-**'r, pages 
49 and 50, then rule up all accounts that balance in the Ledger. You will find that all the accounts 
balance except the Cash account, the Proprietor's account, and those accounts which close into the 
Loss and Gain account. 

After you have made a Trial Balance and closed the Ledger, present your books to your teacher. 
Be prepared at any time to answer the "Questions" which are given on the next page. 

NOTB.— After you post the credit item of $61.32 on Nov. 9 to credit of Merchandise accottnt, forward the Merchan- 
dUe account to a new pctge, by footing and ruling the accoont as shown on the opposite page. Write the same 
explanation in the new account, but insert the page (3) of the old acconnt in the page column in the new aooonnt, i. e. 
the page the account was transferred from. 
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QUESTIONS 



1. What does the proprietor's account represent? *** 

2. What does It show? "• 

3. What is capital? ^ 

4. What is meant by net capital? ^ 

5. What is meant by net insolvency? "• 

6. Are partner's accounts kept different from a sin- 

gle proprietor's account? "• 



7. Why should two accounts be kept with the pro- 

prietor or partner? *• 

8. How are these accounts distinguished ?"» 

9. For what are proprietor's accounts debited?** 

10. For what are they credited? "^ 

11. What does the difference show? ** 

12. How are they closed? ""a, **6. 
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210. The above illustration shows the Merchandise account as it appears in your Ledger from 
September 26 to November 9. The purpose mainly is to show you the manner in which the account 
is forwarded to a new page. Incidentally, however, it is intended to illustrate the different styles of 
ruling that have lately been adopted by progressive bookkeepers. It will be observed that in the first 
closing of the account, September 30, but a single line appears in ruling the final closing lines, where 
you have been accustomed to rule double lines. At the closing, October 15 and 30, these closing lines 
are entirely omitted, and nothing but the adding line is used. All the closing entries and the rulings 
are in black. 

Where students so desire they may adopt either of these styles of rulings in their books, but only 

after securing the consent of the teacher. 
sio. 
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SET 2. 

GENERAL MERCHANDISING BUSINESS. 
H. M. Grayson, Proprietor. 

Special FeatureB. — Introduction of the Day-book, or Blotter, Script illustrations of the 
Blotter, Journal, Checks and Bills. Further practice in the principles contained in Set 1. 

Books Used. — ^Journal and Ledger. 

THE DAY-BOOK (or blotter). 

211. The "Business Memoranda" for this set is presented to you in the form of a Day-book, or 
Blotter, as it is commonly called (see 50), one page of which has been written up to show how the 
record is made in it. 

^"a. This book is sometimes used where there are only a few transactions that do not occupy 
the entire time of the bookkeeper, the purpose being to assist the bookkeeper in making the proper 
entries from the bills, notes, drafts, receipts and other vouchers received and issued in the course of 
the day's business, and which ordinarily constitute the only data from which the record is made in the 
Journal. 

*^^&. The Blotter is not to be written up in this set. 

312. Jb I2i*2iaiizi225*.--Deciding and indicating the accounts which are to be debited and the 
accounts which are to be credited is called journalizing ; and that part of the record that shows the 
accounts thus affected is called the Journal entry. (See 85.) A book containing only Journal 
entries is seldom used in modern business houses, as it is generally combined in some form or other 
with the Day-book. In the form shown on page 56, the Journal entry comes first, and the explana- 
tion or Day-book entry after it. 

INSTRUCTIONS FOR WRITING SET 2. 

1. Journalize the transactions with pencil on billcap or other paper and present to your teacher 
for correction and approval. 

2. You will now write in the Journal a record of the transactions from Jan. 1st to 15th. The 
first entry made in the books, showing the Proprietor's investment in the business, does not appear 
in the Blotter, but is entered directly in the Journal. (See first entry, page 56.) 

3. Be exceedingly careful as to the form of your Journal entry. Give close attention to the 
proper position of the items, as indicated in the illustration shown (page 56). Observe that each 
debit and credit is explained fully on the same or the next succeeding lines in the explanation 
column. 

4. Before recording a transaction, ask yourself two questions concerning it: (1) What accounts 
are affected by this transaction? (2) How are they affected? that is. Which account is debited, and 
which credited ? or, in other words. What is received and what given ? or. What costs value and what 
produces value in this transaction? If you will form the habit of asking and answering these ques- 
tions for yourself, each time you have a transaction to record, your success in mastering the principles 
of accounting is assured. 

5. Always select the debits first, then the credits. Refer to the law which governs in each 
particular case as indicated, until you become thoroughly familiar with that law and will recognize 
Its application in the next similar debit or credit which may be presented. As soon as possible, dis- 
pense with the special laws coming under the heads of the different accounts, and apply the General 
Law of debits and credits. (See 64-67.) This General Law, when understood, may be applied to 
every transaction that can occur in business. Never pass over an entry until you so thoroughly 
understand it that you can make a correct entry for any like transaction thereafter. 

211-812. 
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BLOTTER. 
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81,73 

81,108iE 

72,82 

1075,82 

See Jan. 2 

161 

72,866 

See Jul. 6 

64a, 73 
See Jan. 3 
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Business Memoranda, January, 

1, H. M. Grayson invested cash in business, $4000. 

2, Bought from James Harris for cash, 86 Eighth St., 100 brls. Mess Pork, |0.60, $060. 

8, Bought from Henry Smith on %, 47 Third Ave., 1000 bu. Wheat, IKK, $900.; 800 bu. Oats, 86#, 

$280.; 600 bu. Corn, 40#, $200. Total, $1880. 
4, Sold H. A. Goodman for cash. Market St., 16 brls. Mess Pork, $10, $160; 160 bu. Corn, 46#, 

$67.60; 820 bu. Oats, 87#, $118.40. Total, $836.90. 
6, Sold Wm. Wright on %, 407 Penn. Ave., 860 bu. Wheat, 98#, $848.; 60 brls. Mess Pork, $0.86, 

$601. Total, $084. 
6, Bought from Wells & Ray for cash, 000^1 Cheese, 9i#, $86.60; 76 brls. Flour, $6.76, $431.26. 

Total, $616.76. 
Paid cash for set of Books and Stationery purchased on commencing business, $82.60. 

8, Received cash from Wm. Wright to apply on %, $800. 

Sold C. M. Russell & Co. on %, 800 Fourth Ave., 226 bu. Wheat, $1.02, $229.60; 176 bu. Oats, 
89f, $68.26; 166 lbs. Cheese, 11^, $17.06. Total, $814.80. 

9, Paid cash to Henry Smith in part payment of bill of 8d inst., $460. 

10, Bought from J. A. Amsbaugh & Co. on %, 116 Market St., 2000# Rio CoflFee, 18#, $260.; 20000# 

Sugar, 6i#, $1260. Total, $1610. 

11, Sold Chas. P. Wilson & Co. on 9^, 412 Wood St., 26 brls. Mess Pork, $10.80, $267.60; 200 bu. 

Wheat, $1.08, $206.; 446# Cheese, lO^f, $46.88; 20 brls. Flour, $6.10, $122. ToUl, 
$682.88. 

12, Received cash from C. M. Russell & Co. to apply on %, $160. 

18, Sold Harry Arnold & Co. on %, 40 brls. Flour, $6.08, $248.20; 299# Cheese, lU, $82.89; 800# 

Rio CoflFee, 14#, $112. Total, $888.09. 
16, Paid Cash for rent of building for January, $60. 



POSTING AND TAKING TRIAL BALANCE. 

When the Journal is completed to Jan. 15, post the items to the Ledger, opening new accounts, 
as this is a new business. Allow one-half page each for all accounts. Open H. M. Grayson's 
account on the first vacant page and the other accounts on each succeeding page in the order in which 
they occur in the Journal. 

POSTING. 

214« In business, each day's transactions are posted daily, and should never be allowed to run behind for 
the reason that all items should appear promptly in the Ledger, so that in case an account is settled nothing 
will be omitted. Procrastination is the besetting sin of bookkeepers, and you should guard against it. Delay 
means confusion, tends to increase errors, and will ultimately add largely to the labor of the accountant. 
Accustom yourself to promptness, and complete each day*s business, so that you can begin the new day's work 
with a clean sheet.* 

CHECKING. 

215. After you have finished posting, your next step is to check yotu* postings, preparatory to taking a 
trial balance. We wish to impress upon you the importance of carefully checking every item posted before 
attempting to take off a trial balance. Too often bookkeepers check only when they are compelled to do so, in 
order to discover an error; they thus lose much valuable time at the end of the month, just when it can least be 
spared, and when it should be employed in getting off the monthly statements. 

^^a. In business, each day's entries should be checked as well as posted, not later than the day following that 
on which it was transacted. A simple and effective method is to check each item in the Ledger thus (.), with a 
pencil on the double line just to the left of the amount, then check in the book from which it is posted thus ( V) . 
Check the items in the order in which they occur in the book from which they are posted. Do not check an 
amount that was checked previously or that remains unchecked; either indicates an error. 

"*^. When you wish to correct an entry, do not attempt to erase it. Never scratch. Rule a small red line 
through the amount only, and make the correct entry. 

After you have carefully checked the posting, as explained above, proceed to take a trial balance. When that 
is completed, you are ready to make out a balance-sheet. 

*It ia the general cuetom in buBineas houses to post all entries to the Ledger on the next business day following 
that on which the transaction was entered in the different books of original entry. The entries made in the Journal, 
OMh-boolc, Bales-book, etc., are posted on the morning following the day on which they are entered. Usually they 
cannot be posted on the same day as the transaction occurred, because there Is not sufficient time at the close of business 

to do BO. 
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BALANCE SHEET. 

216. The BalSLXLCe Sheet is a statement showing the condition of the business, and is 
usually made out preparatory to closing the Ledger. It is made up from the debits and credits of 
the accounts in the Ledger, as shown by the Trial Balance, combined with any Inventories belonging 
to the business. 

"*a. The Object, which is identical with that of closing the Ledger, is to show the Resources 
and Liabilities, and the Gains and the Losses, and from these to learn the true condition of the 
business, whether profitable or unprofitable from the time of the last closing of the Ledger. The 
Balance Sheet, however, should always be made out before the Ledger is closed, and is then used as 
a guide in closing it. 

NOTB. — As prepared by the practical bookkeeiwr, the Balance Sheet seldom contains all the debit and credit footings 
shown in the Ledger. AU the debit balances of the personal accounts are shown in one amonnt and appear on the Balance 
Sheet as " Personal Accounts Dr.'' * '' Personal Accounts Cr." * are treated in the same way. AU the accounts, however, 
showing gains and losses should appear separately on the Balance Sheet showing the footings, so as to indicate on its face 
the different sources of the losses and gains of the business. 

'"^. In the first sets, all accounts that do not balance will be exhibited in the Balance Sheet, 
but in the larger sets later on, you will be instructed how to condense the personal accounts, as 
suggested in the Note above. 

'^V. In personal accounts and all others that do not show a loss or gain, only the balances should 
appear; that is, the excess of debits or credits. 

"V. In a Balance Sheet, and also in a trial balance, the footings of each side of all accounts 
showing losses or gains should appear. The reason is, that the calculations required by business men 
in determining the percentages of losses or gains can be made only upon the footings of the accounts. 

PRINCIPLES INVOLVED IN A BALANCE SHEET. 

SIT. Accounts always show one or more of four definite results, known as a Resource, a 
Liability, a Loss, or a Gain. They may be divided into two general classes : those showing Resources 
and Liabilities, and those showing Losses and Gains. You are already familiar with these terms. 
Your attention is called especially to the following principles which are involved in the making out 
of a Balance Sheet. 

'"a. First: When the sum of the resources is larger than the sum of the liabilities, the difference 
is the net capital of the business, and must equal the credit balance shown by the proprietor's 
account when closed. 

^^d. Second : When the sum of the liabilities is larger than the sum of the resources, the 
difference is the net insolvency of the business, and must equal the debit balance shown by the 
proprietor's account when closed. 

"V. Third: All resources are debits, and are invariably found on the debit side of the Ledger. 
All liabilities are credits, and are invariably found on the credit side of the Ledger. 

"V. Fourth: Losses occur in business when the value received is less than the cost of the value 
given, and when the value of property decreases while in our possession . 

"V. Fifth: Gains occur in business when the value received is greater than the cost of the value 
given, and when the value of property increases while in our possession. 

'"Z, Sixth: Losses are always found on the debit side of the Ledger, and gains on the credit 
side. The difference between the total gains and total losses is the net gain or net loss. 

"^^. Seventh: The sources of losses and gains are indicated by the titles of the different accounts 
under which they are kept; such as Expense account. Interest and Discount account, Commis- 
sion, etc. 

'"h. Eighth: Losses always result in a decrease in the resources or an increase in the liabilities; 
gains result in an increase in the resources or a decrease in the liabilities. 

The foregoing Eight Principles of the Balance Sheet are based upon the following funda- 
mental principles, which are in- perfect harmony with the General Law of debits and credits. 
(See 64-67.) 



Debit Principle, 

218. Whenever we Debit an account, it either 
increases our resources or our losses, 
or decreases our liabilities. 

*Qr "Accounts Beceiyable" and "Accounts Payable.' 
916-219. 



Credit Principle, 
219. Whenever we Credit an account, it either 

INCREASES OUR LIABILITIES OR OUR GaINS, OR 
DECREASES OUR RESOURCES. 



jt 
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INVENTORIES. 

!3!30« Inventories generally consist of property on liand, sucn as mercnanaise, reai estate, debts 
owed to us, etc. ; but an inventory may also consist of a debt owed by us, such as accrued interest, 
unpaid rent, commission, etc., and thus represent either a resource or a liability. These latter inven- 
tories are frequently overlooked by the bookkeeper and firm at the closing of the books. The con- 
sequence is that the results shown by the Balance Sheet when the Ledger is closed, are not accurate. 
Ais you proceed in your work, your attention will be called to the different kinds of inventories to be 
encountered. 

'^®a. A Merchandise inventory is generally estimated at the cost of the goods on hand. Some^ 
times a per cent, off is allowed on the inventory, for the depreciation of the stock from shop wear. 

***&. Real estate, stocks, bonds and other forms of property are usually inventoried at their 
estimated or market value. 

**V. In maiiufacturing establishments, machinery, implements, etc., if kept in perfect repair, 
may be inventoried at the cost pric6 ; but if there has been a depreciation in the value, a certain per 
cent, is generally allowed each year, off the cost price. The judgment of the proprietor or manager 
must be exercised in this matter. 

MERCHANDISE INVENTORY, JANUARY 16, 

326 bu. Wheat, 90, $202.60 

804 bu. Oats (shortage 1 bushel), 86, 106.40 

860 bu. Corn, 40, 140. 

16 bis. Flour 6.76, 86.26 

1200 lbs. Coffee, 18, 166. 

20000 lbs. Sugar 06^, 1260. $1041.16 

221. The net gain or loss in any account having an "Inventory," is found by adding the inventory 
to the total sales and finding the difference between that amount and the purchases. The same result 
will be found by subtracting the amount of the inventory from the purchases, and then finding the 
difference between the remainder and the total sales. While the first method is the more practical, 
the latter is more philosophical. The two methods are here illustrated, taking the Merchandise 
account, Jan. 15, as an example. 



First Method. 



Total sales, . 
Inventory added. 
Less purchases. 

Net gain, . 



. $2606.12 
. 1941.16 4646.27 
4866.76 

$189.62 



Second Method. 

Total sales $2606.12 

Purchases 4866.76 

Less Inventory 1941.16 2416.60 

Net gain, $189 62 



BUSINESS MAN'S QUESTIONS. 

1. What was our gain or loss per cent, on Merchandise ? 

2. What was our gain or loss on other accounts ? * 

8. What was the gain or loss per cent, on investment ? t 
4. What is the amount of cash, notes, and other available assets on hand ?t 

6. What other assets have we on hand that are not immediately available ? State what they are, and when 
they are available. 3 

6. What is the total amount of liabilities that are immediately due ? State in detail. 

7. Have we been doing a paying business ? State your reasons. || 



• This IndndeB Property, and other similar accounts with which you may have special dealings. 

f This means on the single proprietor or on each partner's investment. 

} By this is meant all personal accounts, securities, or other property you may have on hand that can at once be turned 
into money and be made available for immediate use. 

{ This refers to such accounts as are not due or cannot be collected, and such property, notes, etc., as could not readily 
be disposed of. 

g The answer to this question will exercise the judgment of the bookkeeper to a large extent. Where large invest- 
ments are made, and no interest is charged for the use of the capital, it is well to deduct 6 per cent, on the capital from the 
net profits of the business. There should remain such a jwrcentage as would be a reasonable remuneration for the risk 
taken. Some businesses are especially hazardous, and, therefore, to represent a paying investment should show a greater 
gain per cent. By careful attention to the answer to this question, much valuable information may be gathered by the 
student as he proceeds in his work. 
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GUIDE FOR MAKING BALANCE SHEET, JANUARY 15. 

222. Enter the names of the accounts from the trial balance, and the amounts in the first two 
columns. Enter the total footings of all accounts showing losses and gains, but only the differences 
of personal, cash and other similar accounts. You are now ready to proceed in making out the 
Balance Sheet. 

*"a. First, enter (in red ink) the "Inventory of Mdse.," as shown in the form above. 

NOTB.— In order to simplify the operation, we ha^e but one '^ Inventory," that of Merchandise, at this closing. 

As the proprietor's account must receive the net gain or loss before it can be extended, proceed 
at once to the next account, which is Cash. As you are already famiUar with what is shown by each 
account, we indicate how you shall proceed by asking you questions, referring you to the proper 

answers. 

CASH ACCOUNT. 
"2^. It is debited for what (72) ? It is credited for what (73) ? What does the difference show 
(74) ? In what column is it placed? 

MERCHANDISE ACCOUNT. 
*"r. It is debited for wihat (81) ? It is credited for what (82) ? On which side is the "Inven- 
tory" entered (83) ? To which footing is it added (221) ? After it is added, what does the differ- 
ence show (84) ? In what column is it placed ? 

HENRY SMITH. 
*"d. This is what kind of an account (106) ? What does the debit side show (^^'a) ? The credit 
side (^®*a)? What does the difference show (111) ? In what column is it placed? 
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WILLIAM WRIGHT. 

"•^. What does the debit side show ? The credit side ? What does the difference show ? In 

what column is it placed ? 

EXPENSE ACCOUNT. 

*"/. This belongs to what class of accounts (148)? What is shown on the debit side (151)? 
On the credit side (152) ? By the difference (153) ? In what column is it placed? 

C. M. RUSSELL & CO. 

^^*g. This and all the personal accounts that follow are treated exactly like those of Henry Smith 
and William Wright. If the debit side is the larger, the difference is a resource and must be placed 
in that column; if the credit side is the larger, it is a liability and must be placed in that column. 

NET GAIN OR LOSS, AND NET CAPITAL. 

*^^A. Add the Loss and Gain, and the Resource and Liability columns in pencil, as shown in 
model (page 60). You are now ready to ascertain the net loss or gain, which is found by taking the 
difference between the total gains and the total losses, as shown by these footings. 

If the gains are the larger, the difference is the net gain. If the losses are the larger, the differ- 
ence is the net loss. 

In this case the total losses are $82.50, the total gains, $189.52 ; the difference, $107.02, is, there- 
fore, the net gain. It is written on the lesser side (in red ink), preceded by the explanation shown, 
after which you will rule the lines and insert the footings. 

^^H. This net gain has caused a corresponding increase in the resources (^^^/t), and consequently 
in the net capital, which we find by adding the net gain to the capital invested. 

Place the amount of the investment, $4,000, in the first credit column. Add the net gain, $107.02, 
and extend the sum to the liability column. This added to the liabilities should equal the resources 
(*^^a), and proves your work correct. 

When you have ruled and footed these columns, the Balance Sheet is completed, and should be 
filed and presented to your teacher for examination. 

Notb: — Of the many different forms of the Balance Sheet in use, we have seen none that exhibit the entire scheme 
of closing the Ledger so completely as the one here shown. The arrangement is simple and compact, and the order of 
transferring the acoonnts is so clear, that the routine of closing the Ledger is plainly indicated step by step. This 
Balance Sheet was originated by H. M. Rowe, aoooontant, by whose permission it has been extensively used by othei 
aathors. Wherever it has been introduced among practical bookkeei)ers, it has at once become popular, and has almost 
entirely superseded all other forms. 

CLOSING THE LEDGER. 

223. Purpose and Plan.— This is the completion of the work toward which the making of 
the Balance Sheet is a preparatory step. The Ledger is closed for the purpose of exhibiting in the 
proper accounts the present condition of the business, whether profitable or unprofitable, during the 
time that has elapsed since the former closing. This has already been ascertained from the Balance 
Sheet ; and since the process of closing the Ledger is the same as that followed in making out the Bal- 
ance Sheet, the latter should be referred to as a guide in performing the different operations of 
closing. The accounts are disposed of in the same order, and the same final results must be shown 
by the Loss and Gain and the Proprietor accounts. 

In closing, you should be careful to follow exactly the same routine as in making out the Bal- 
ance Sheet. Any irregularity will surely be a source of trouble in a large Ledger, especially in making 
transfers to the wrong side of accounts or in omitting them entirely. The Loss and Gain account 
must correspond exactly with the "Loss" and "Gain" columns in the Balance Sheet, the items in the 
"Loss" column appearing on the debit side, and those in the "Gain" column appearing on the credit 
side of the Loss and Gain account. In this set, only Cash, Merchandise and Expense are closed and 
ruled up. 

When the Ledger has been closed, it is again in its primal condition, showing only the resources 
and liabilities of the business, which are exhibited in condensed form in the Balance Sheet. 

As you have already had practice in closing the Ledger in Set 1, we will not repeat the detailed 
instruction. Therefore, as soon as you have read the following paragraphs you may proceed to close 
the Ledger. 
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224. When to Close the Ledger. — It is customary to close the Ledger once a year, 
although it is sometimes closed every three or six months, which, however, is unusual. 

225. What Accounts to Close. — Besides the Cash and Proprietor's accounts, it is neces- 
sary to close and rule up only those accounts which affect the Proprietor's account. These latter are 
always indicated in the Loss and Gain columns of the Balance Sheet. 

226. The Cash Account, which is generally a very active account, and in many respects 
the most important account we keep, is generally balanced and closed at the end of every month, and 
frequently daily or weekly. This will be fully explained when the Cash-book is introduced. 

227. Personal Accounts should never be closed unless they are paid in full, and conse- 
quently balance themselves, except in the following cases: First, when an adjustment of the account 
has been had and the correct balance determined upon ; then it may be ruled up and the balance 
brought down to begin a new account. Second, when the space allotted is filled and it is necessary 
to forward the account to another page or to a new Ledger. Third, when all items balance above a 
given point, they may be "ruled out" as shown in the account of Henry Hamilton, page 18. 

NoTX.— It is the practice with pome bookkeepers to rule out all items above any two given points on each side ot 
the account whether they are on the same line or not. 

228. Forwarding Accounts. — ^When it becomes necessary to forward a personal or 
cash account to a new page or a new Ledger as mentioned in the last two paragraphs, wily the balance 
need be forwarded. 

*^*a. When it is necessary to forward property accounts which will show a gain or loss when 
closed finally, such as Merchandise, Real Estate, etc., it is customary to forward the footings of each 
side instead of the difference, so that the gain or loss per cent, can be readily calculated on the total 
purchases or sales. (See ^^^rf.) 

*^"fc. This rule also applies to the ordinary loss or gain accounts, for the reason that when they 
so appear on the Ledger, the general condition of the business can be readily compared with that of 
former years at the same time ; and when exhibited in the Balance Sheet it adds much to their value, 
as data on which to base an economical administration of the affairs of the business. 

229. Red Ink in the Ledger. — ^The use of red ink in the Ledger is entirely a matter of 
taste and utility. Aside from ruling, it is used only for the purpose of closing an account. In all 
accounts we transfer from, the entry is made in red ink, atid in all accounts we transfer to, the entry 
is made in black ink. Latterly among many progressive bookkeepers the use of red ink is entirely 
omitted either in ruling or in making transfer entries. This, however, is entirely optional and must 
be determined by the wish of the proprietor or the judgment of the bookkeeper. 

230. Dates of Red Ink Entries Brought Down or Transferred.— All red ink 

entries should be given the date on which the account is closed. As regards their transfer, the red 
ink entries used in closing accounts in the Ledger belong to two classes: (1) Those that are trans- 
ferred to some other account; (2) Those that are brought down (or carried forward) on the same 
account. 

**®a. When a red ink entry is transferred to the opposite side of some other account, the date 
given it there in black ink should be the same as the date of the red ink entry. This applies to 
transfers of losses and gains to the Loss and Gain account (see also 189-191), and the forwarding 
of accounts showing balances. 

^^^b. When a red ink entry is brought down (or carried forward to a new page) on the opposite 
side of the same account* the date given the entry (in black mk) may be the following business day, 
providing the account is closed at the end of the day's business, there being no more entries for the 
account on that date. This applies to the "Inventory" entry in any account, the "Balance" entry in 
Cash and personal accounts (see 227-8), and the "Net Capital" or "Net Insolvency", entry in a pro- 
prietor's account. 

CONTINUATION OF THE MONTH OF JANUARY. 

Enter in the Journal, and post to the Ledger the remaining transactions in the month of January. 
Then take a trial balance, make out a Balance Sheet, and close the Ledger, as you have been instructed 
at the closing Jan. 15. After this has been completed, present your books and Balance Sheet to the 
teacher for examination and approval. 
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1366, 106n 



107e, 143d 



Bee Jan. 22 



See Jan. 24 



Business Memoranda, January— Continued. 

16, Bought from James Harris on %, 14150# S. C. Hams, 12#, $1698. 

17, Received cash from Wm. Wright in part payment of %, $884. 

18, Bought from G. B. Dean & Co. for cash, 50 brls. Refined Petroleum, $8.60, $425. 

19, Received cash from C. M. Russell & Co., to apply on %, $100. 

20, Sold R. A. Young for cash, 80 brls. Sugar, 16200#, 6)#, $1098.50. 

22, Received from Chas. P. Wilson & Co., their note at 15 days to apply on %, $225.50. 

28, Bought from James Harris on %, 872# Butter, 82^, $119.04; 800 doz. Eggs, 25^, $75.; 

612# Cheese, 9^, $55.08. Total, $249.12. 

24, Gave J. A. Amsbaugh & Co. our note at 10 days to apply on %, $500. 

25, Paid cash to James Harris in full for bill of the 16th inst., $1698. 

Sold R. A. Walters on %, dSO bu. Corn, 46f, $161.; 240 doz. Eggs, 24f», $57.60. Total, 
$218.60. 

26, Bought from J. A. Amsbaugh & Co. for cash, 200 bu.. Wheat, $1., $200.; 50 brls. Refined 

Petroleum, $8.65, $432.50. Total, $682.50. 

27, Sold Dilworth Bros, on 9^, 00 doz. Eggs, 25^, $15.; 612# Cheese, 10^^, $64.26; 872 Butter, 

86#, $183.92; 8800# Sugar, 6^, $228.; 200# Rio Coffee, 18^^, $27. Total, $468.18. 
Paid Henry Smith cash on % , $600. 

29, Received from Harry Arnold & Co. , their note at 15 days to balance % , $888.09. 

30, Sold Wells & Ray on %, 1800« S. C. Hams, 15^, $270.; 805 bu. Oats, 45^, $187.25. Total, 

$407.25. 
81, Gave James Harris our note at 20 days in full of bill of Jan. 28, $249.12. 

Paid for Janitor's services, $12.25. For coal for office use, $6.50. Total, $18.75. 
Received cash from Dilworth Bros, to apply on % , $200. 



Inventory, January 81, . 
TRIAL BALANCE, JAN. 81, 



$2958.25. 



H. M. Grayson, Proprietor, 






4107 


02 


Cash, 


1189 


90 






Mdse., 


4945 


77 


2187 


58 


Henry Smith, 






330 




Wm. Wright, 


800 








Expense, 


18 


75 






C. M. Russell & Co., 


64 


80 






J. A. Amsbaugh & Co., 






1010 




C. P. Wilson & Co., 


406 


88 






Bills Receivable 


613 


59 






Bills Payable, 






749 


12 


R. A. Walters, 


218 


60 






Dilworth Bros., 


268 


18 






Wells & Ray, 


407 


25 
67 








8388 


8383 


67 



RESULTS FOR JAN. 81. 

If your work is correct, the Balance 
Sheet will show the following results: 

Total Losses, ... $ 18.75 

Gains 200.01 

Net Gain, . . 
Resources, . . 
Liabilities, . . 
Net Capital, . 



181.26 
6877.40 
2089.13 
4288.28 



NoTB.— The aocoonts of Harry Arnold A Co. and James Harris balance and henoe do not appear in the trial 
balance. 

QUESTIONS. 



1. What are the two general sources of losses and 

gains? *•• 

2. Why are they not all entered into the Loss and 

Gain account? ***a 

3. What is the difference between the terms "use" 

and "service"? »*«6 

4. For what Is Expense debited and credited?*" »" 
6. What does the difference show and into what is it 

closed?"* 

6. What is Interest? discount? "• "• 

7. How is interest calculated on Interest-bearing 

notes?*" 

8. For what are interest-bearing notes discounted?*" 

9. For what is interest debited and credited? *" *•■ 

10. What does the difference show and into what 

account is It closed ? *• 

11. What kind of an account is the Commission 

account? *•• 



12. For what is it debited and credited? *" *" 

13. What does the difference show and into what 

account is it closed? *" 

14. Explain Furniture and Fixtures account.*** 

15. It is debited and credited for what? *" *~ 

16. What does the difference show and into what 

account is it closed? *" 

17. For what is the Loss and Gain account kept? *" 

18. For what is It debited and credited? **• 

19. How is the net gain or loss found? 

20. If there has been a net gain, what is the result? *•* 

21. If there has been a net loss, what Is the result? *" 

22. Into what account does it close? *" 

23. Why are the differences written in red ink on the 

smaller side of accounts showing losses and 
gains?*" 

24. Where is the real loss or gain found In a Loss 

afld Gain account? *" 
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EXERCISES IN MAKING BALANCE SHEETS. 



No. 1. 



No. 2, 



George H. GrayBon, Proprietor, 

Cash, 

Merciiandise, (Inventory |1243.60) 

Bills Beceivable, 

Bills Payable, 

Expense, 

John Chambers. 

Charles Hawortn, 

L. P. Vest, 

Walton & Rupee, 

Results:— Net Gain, 300.67 

Present Net Capital, 1060.67 







1660 




388 


12 






2314 


60 


1816 


20 


163 


60 










02 


30 


435 


63 






68 


12 






10 


80 










23 


60 


212 


43 

10" 




10 


3582 


3582 



Earle Winthrop, 

Merchandise, (Inventory 1290) 

Cash, 

Bills Receivable, 

Bills Payable, 

Exi)ense, 

Interest and Discount, 

Personal accounts Dr.* 

Personal accounts Cr.* 



Results: — Net Loss, 
Present Net Insolvency, 



991 
841 



360 




GOO 


18600 




17356 


640 






930 




620 


230 




193 


2560 










4631 


23300 


233U0 



No. 3. 



No. 4. 



J. E. Andrews, Proprietor, 

Cash, 

Bills Receivable, 

Bills Payable, 

Expense, 

Personal accounts Dr.* 

Personal accounts Cr.* 

Horse and Waeon account, 

Furniture and Fixtures, 

Interest and Discount 

Merchandise, (Inventory {1141.25) 

Results :— Net Loss, 196.80 

Present Net Capital, 4108.20 







4300 




468 


75 






306 


45 


966 




397 


50 






4618 


60 










1786 


75 


276 








45 








83 


60 






6476 


12 

82 


6619 


07 

82 


12670 


12670 



W. H. Sampson, Proprietor, 

Cash, 

Merchandise, (Inventory f2366.50) 

Expense, 

Interest and Discount, 

Commission, 

Real Estate, (Inventory 2300) 

Bills Receivable, 

Bills Pavable, 

Personal accounts Dr. 

Personal accounts Cr. 

Results :— Net Gain. 2808.32 

Present Net Capital, 2380.02 



419 


30 


246 


50 


22641 


85 


946 


85 


38 


12 


1760 




124 




316 


25 

87 


26492 




QUESTIONS. 



1. 

2. 
3. 

4. 
5. 

6. 

7. 

8. 

9. 
10. 
IL 
12. 
13. 
14. 

15. 

16. 

17. 

18. 

19. 

20. 
21. 
22. 

23. 



What are the Special Features of Set 2? 

What books are used ? 

How is the Business Memoranda presented to 
you?"* 

Why is the Blotter used in this set? »"o 

From what are the entries generally made in 
business? 

What is journalizing?"' 

Does the Journal usually contain only Journal- 
entries? 

Before recording a transaction, what are the ques- 
tions you should ask yourself? 

Which do you select first, the debits or credits? 

When should each day's business be posted?"* 

What is checking, and is it important? "' 

When should each day's business be checked? "'a. 

How should a wrong entry be corrected? *** 

What is a Balance Sheet and from what is it 
made?"* 

What is the object In making out a Balance Sheet, 
and when is it made out? "'a. 

As prepared by the practical bookkeeper, how 
are debit and credit balances of personal ac- 
counts treated? 

How do all accounts showing losses and gains 
appear? 

What accounts should show only the balances? 



«•, 



c. 
What accounts should show the footing of each 

side?"*d. 
Accounts are divided into how many classes?"^ 
What are they? 
When the resources are larger than the liabilities, 

what does the difference show?"^rt. 
When the liabilities are larger than the resources, 

what does the difference show? "'ft. 



24. 

25. 
26. 
27. 
28. 

29. 
30. 

31. 

32. 

33. 

34. 

35. 
36. 

37. 
38. 
39. 
40. 
41. 
42. 
43. 
44. 

45. 
46. 
47. 



Where are resources always found? liabilities? 

When do losses occur in business? *"d. 
When do gains occur in business? "'e. 
Where are losses and gains always found? "'A 
How are the sources of losses and gains indicated? 



nr 



ff. 

What do losses always result in? gains? "Vt. 

What is the Debit Principle?"* the Credit Prin- 
ciple?"* 

Explain inventories.*" What is a resource inven- 
tory; — ^a liability inventory? 

How is merchandise inventory generally estimat- 
ed? ""o; real estate, bonds, etc.?***6; machinery, 
tools, etc. ? "*c. 

How is the net gain found In accounts having 
inventories? •" 

Can the proprietor's account be the first extended 
in the Balance Sheet? 

Why do you -close the Ledger? *** 

Do you follow the same or a different process than 
in making out the Balance Sheet? 

When the Ledger is closed, what does it show? 

When is it customary to close the Ledger?*** 

What accounts are always closed? ** 

When is the Cash account closed ?*** 

When are personal accounts closed ? ***ff . 

How are personal accounts forwarded ? *^ 

How should property accounts be forwarded ? *"a. 

How should ordinary loss and gain accounts be 
forwarded ?**'6. 

When should red ink be used in the Ledger? *** 

How do we use it in transferring accounts? *** 

When is the same date and when the next pre- ' 
ceding date used in forwarding accounts? *^a. 



•See note «*a. 
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SET 3. 

GENERAL MERCHANDISING BUSINESS. 
H. M. Grayson, Proprietor 

SpecioJ FeSLtJlTes, — introduction of Cash-book, Sales-book, Bills Receivable and Bills 
Payable books ; also the use of Notes, Drafts, Bills, Receipts, etc. 

You have arrived at the point where, if you have been faithful in your studies and observations, 
you should thoroughly understand the general principles of bookkeeping : — the object we have in 
keeping accounts ; what the different accounts are debited and credited for, and the results shown, 
as well as to understand the form in which these accounts are kept, the manner of ruling and 
closing them, and the general effects produced by debits and credits on the different accounts that 
are covered in the transactions and illustrations which have been presented to you up to this point. 

You are now ready to take a step further. As has been stated, the General Law of debits and 
credits nevei' changes. The principles of bookkeeping never change. Their application to the 
needs and requirements of different businesses, however, may demand the adoption of certain forms 
that will facilitate the keeping of the desired accounts. 

No attempt will be made to introduce all the different forms and special rulings employed by 
accountants and business men. Our purpose is to give you the information that will enable you to 
invent such improvements in the forms of books, and in the ruling of special columns, etc., as will 
simplify methods, shorten your work, and increase your accuracy and efficiency as a bookkeeper in 
any line of business in which you may hereafter be employed. 

All the forms introduced are those that are now in practical use and accepted as being the best 
that have been discovered for the purposes for which they are used. 

BOOKKEEPING AS PRACTICED. 

In this Set are used the Cash-book, Sales-book^ Journal, and Ledger as principal books, or 
tx>oks of original entry, and Bills Receivable and Bills Payable as auxiliary books. 

This is a practical arrangement of a set of books as they are usually kept in an ordinary busi- 
ness. The transactions for January are again to be written up in these books, and in the succeeding 
months the business will be continued, a partner will be admitted, and new lines of business with 
the necessary additional books will be introduced as the work progresses. This is done with two 
objects in view : (1) Being already familiar with the transactions for the month of January, you will 
more readily understand the instructions for entering them in the new books ; (2) That you may 
have an opportunity to compare the different systems of recording the same series of business trans- 
actions. All the different forms of business papers, such as bills, notes, checks, receipts, etc., are to 
be written up so that you may be familiar with their uses. 

You will record your entries in an entirely new set of books ; you will also be required to exer- 
cise the utmost care in penmanship and the general neatness of your work. Otherwise your books 
will not be approved. Carefully study each transaction as it will finally appear and make no entry 
until certain it is correct. 

CASH-BOOK. 

231. This book takes the place of the cash account in the Ledger, and receives the entries of 
all the cash received and paid out. It is debited and credited exactly as you have been instructed 
to debit and credit the cash account (see 70-71) and is used as a posting medium, no cash items 
whatever being entered in the Journal. 

^a. All items of cash received and entered on the debit side of the Cash-book are posted on the 
credit side of the Ledger account named. 

^b. All items of cash paid out and entered on the credit side of the Cash-book are posted to the 
debit side of the Ledger account named. 

"V. The difference between the two sides of the Cash-bodk shows the amount of cash on hand, — 
that is, the amount in the drawer, or safe, and that in the bank, which latter is shown on the stub of 
the Check-book. This balance is found by footing the columns in pencil, as you have been instructed 
for the cash account, and finding the difference. 

S31-S81e. 
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'*^d. In business, the cash is balanced daily, and the Cash-book is ruled up daily, weekly or 
monthly, when the balance is brought down to continue the account. (See form, pages 68-69.) 

When taking a trial balance, the cash balance must be taken from the Cash-book, as there is no 
cash account in the Ledger 

SALES-BOOK. 

232. As indicated by its name, this book receives the entries of all merchandise sold, for which 
bills are made out whether paid for at once or not. Therefore, no sales of merchandise will appear in 
the Journal. . 

"=*(/. The Sales-book is also kept as a posting medium, the amount of the different sales being 
posted directly to the debit side of the personal accounts in the Ledger, and the total footing for the 
week or month posted to the credit side of the merchandise account, thus preserving the equality of 
debits and credits. 

***ft. Each page of the Sales-book must be footed, ruled, and forwarded to the next page, until 
the end of the month, when the footing is posted to the Ledger, as indicated in the form of the Sales- 
book (page 70). 

Note.— CcM/b aalea^ or when the goods are paid for and simply delivered withont a bill being made out, are not 
entered in the Sales book. (See 238, Note.) For cash sales, it is the custom in bosiness to make oat a Cash-sUp, unless 
a Gash Bbgister is used. In the evening, the total cash received must equal the total shown by the Gash slip or Gash 
Begister. (See *"d.) 

BILL-BOOKS. 

233. The Bills Receivable and Bills Payable books are kept to show in detail a record of all the 
notes and acceptances received and issued. 

The special object is to have all the particulars pertaining to each in a compact form for ready 
reference, especially as to date, maturity, final disposal, and the parties thereto. 

*"a. When a note or acceptance is received or given, it should first be entered in the Bill book, 
and then in the Journal ; when paid, the first entry is made in the Cash-book, and the word "Paid" 
and the date is then entered in the "Remarks" column in the Bill book. 

*"6. The entries (debits and credits) for Bills Receivable and Bills Payable are made in the Cash- 
book or Journal. The Bill-books are auxiliary books and are not to be used as posting mediums. 

•"r. Checking. — ^The Bill books and the Bills Receivable and Payable accounts in the Ledger 
should be compared and checked with each other frequently, and always before taking a trial 
balance. 

JOURNAL. 

234. This book is kept as heretofore, except that no cash items or merchandise sales appear in 
it. Hereafter, the items of the different purchases of merchandise are not entered in this book, as 
we have the bills to which we can refer should it be necessary. Instead of the items, insert the date 
of the bill and the terms. But the bills, as well as all other papers, should be invoiced or properly 
filed so as to be easily found if wanted. 

LEDGER. 

235. No change is made in the manner of keeping the Ledger, except that accounts are opened 
with all persons with whom we do business (see 238-^**d), and that the cash account is omitted, 
being kept in the Cash-book. 

*"o. Checking PSLymeutS. — In wholesale houses where payments by customers are rarely 
"on account," being generally intended to cover certain bills specified by the customer at the time 
of making remittance, instead of ruling a personal account each time it balances, the debits may be 
checked off whenever a payment is posted and the account ruled up from time to time, as in the case 
of Bills Receivable, described in paragraphs "®a, b, c, pages 36-37. 

LEDGER INDEX. 

236. This index is to enable you to find an account in the Ledger readily. Always index an 
ac(;ount before you write it in the Ledger. This is most important in order to avoid opening two 
accounts with the same person. In posting, when you come to what you think is a new name, look 
over the names of the accounts preceding, so as to not open the same account twice. 

231d.236. 
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***a. When accounts are forwarded to a new page, it is indicated in the index by drawing the 
-pen lightly through the last Ledger page and inserting the new page. Many improved forms of 
indexes are now in use in large business houses, but the simple form shown is sufficient for an 
ordinary Ledger. 

BILLS^ NOTESs CHECKS^ ETC. 

237. The use of business papers is introduced in this Set, with forms illustrated. Write all the 
business papers that pass from you to others, and have them approved before you write up the 
transactions in the new books. Arrange these papers in the order in which they appear in the 
transactions, and then make your entries from them, referring to the transactions as a guide so that 
you may omit nothing. 

*"a. Briefing &nd Filing Business Papers. — As soon as the day's transactions have 
been recorded, the bills and other business papers from which the entries are made should be prop- 
erly briefed and filed. To brief a business paper is to write on the outside of it at one end, after it 
has been properly folded, a brief statement as to the nature of the paper. Thus, James Harris' bill 
of January 2 should be briefed in the following manner : James Harris, Jan. 2, 189 , Mdse. $950. 

A convenient and simple method of filing your business papers is as follows : Take, ordinary 
envelopes (No. 5 or 6), and cut off the ends, then seal the envelope so as to make it about three inches 
wide. Label these envelopes across one end for the various classes of paper you are handling. 
Thus, one envelope should be "Bills", another "Receipts", another "Notes and Acceptances", or 
have two, one for Bills Receivable, the other for Bills Payable. There are many different kinds of 
files that can be purchased in any stationery store which are properly labeled and arranged for the 
different kinds of business papers. 

File each bill properly, then brief it as directed above, and place it in its proper package. 

"terms: cash." 

238* When merchandise is bought or sold at wholesale on cash "terms", it is the best practice 
among bookkeepers to treat the bills exactly as though bought or sold "on account", — ^that is, the 
seller is credited or the buyer is debited for the amount of his bill. Then when the cash is paid to 
the seller, or received from the buyer, the former is debited or the latter credited through the 
Cash-book. 

*'*a. The reason for this is that in a wholesale business the term "cash" generally means any 
time within ten days; consequently a person's account should be credited (when bought from) or 
debited (when sold to) with the amount of the bill during the interval between the date of the bill 
and the time when the cash is paid or received. 

**'&. The same plan is followed when immediate payment is to be made in any other way as 
specified in the bill sent to the buyer, as for instance, by note or acceptance. The buyer is debited for 
the amount of the bill from the Sales-book, and when the note or acceptance is received, he is 
credited through the Journal. 

*"r. ''Spot CSLSh.^^ — In wholesale houses and in some lines of the retail trade, when "spot 
cash" is paid for goods sold and billed to a customer, the transaction is usually entered in the Sale§- 
book and passed through the personal account, the customer receiving credit through the Cash- 
book. 

The reasons for treating such transactions in this way are: (1) The customer may ask to have 
his order, or bill of such a date, duplicated as to kind, quantity and quality of goods ; (2) The seller 
may, for business reasons, desire to know the aggregate of his dealings with the customer during 
the year; or (3) The customer may, for like reasons, ask that a statement be sent him showing the 
items and the aggregate of his purchases during a certain period. 

Note. — Be careful to distinguish between purchases and sales on cash terms and ordinary purchases and sales, for 
cash. In the latter, cash is inid for the goods when they are purchased, while in the former such is not usually the case, 
the amount of the bill being credited or charged *' on account." 



*"rf. In "spot cash" sales the fact as to whether or not a bill is made out usually determines 
how the transaction shall be treated on the books of the seller. When a bill is made out and passed 
between the parties, the transaction is treated in the usual way, passing through the personal 
account. When no bill is made out (or a r^m^/^d bill given) and the goods are simply passed by 
delivery, they are classed with the "cash sales", the sum received being placed in the Cash Register 
or cash drawer and included iti the amount entered in the Cash-book as "Casih sales for the day. 
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In the forms of the Cash-book, Journal and Sales-book, shown above and on the next page, the 
Ledger pages are omitted. They should be entered as each item is posted. The memoranda for the 
above transactions are found on pages 73, 74 and 75. Trace each entry until you become familiar 
with the use of each book. 

Avoid all shading in yoor books, but write a plain, clear-cut hand that is easily read. Take special pains in 
writing figures; make them plain and keep them in straight columns. 
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WHOLESALE BOOKKEEPING. 

OeneTSil InstTUCtions, — The transactions will be found to become more varied in char- 
acter and more difficult as you proceed. Many new accounts will be introduced, and you must exer- 
cise all possible care so as to avoid errors. 

You may proceed in one of three ways in working the set, which will be selected by the teacher. 
First. — By preparing all the incoming and outgoing papers before making the entries in the 
books. When this plan is adopted it is best to prepare all the necessary papers for each day's business, 
before making the entries. Place all the incoming papers together, and from them make the proper 
entries. Then make the entries from the outgoing papers. After they have been entered they should 
be placed by themselves so as to be convenient for future reference. All the incoming bills, etc., 
should be dated two or three days prior to the date of the transaction. 

Second, — By preparing only the outgoing papers, and making the entries from them. For 
those transactions for which the business papers would have been received, the entries are made from 
the memoranda given in the text. 

Third. — By omitting the preparation of the business papers entirely, and making the entries only 
from the memoranda of the transactions. 

The special instructions given under each transaction are arranged upon the presumption 
that the business papers are actually received and issued. When the writing of the business papers 
in whole or in part is omitted, such parts of the instructions as refer to their disposal, etc., may also be 
omitted. 

It must be understood that you are the bookkeeper employed by Mr. Grayson, and the special 
instructions given in connection with each transaction are as nearly as possible the instructions he 
would give you in person. The transactions all originate with Mr. Grayson. He oversees the buy- 
ing and selling of goods, and transacts the general business. You are the bookkeeper, and must con- 
sider yourself as being subject to his orders and directions. 

In signing Mr. Grayson's name to business papers, always add your own name or initials as 
shown in the check on page 73. The right to sign another's name is conveyed by a Power of Attor- 
ney, or the power may be delegated by the simple instructions of the proprietor. It is always best, 
however, to have such instructions in writing. 

In entering each transaction, refer to the correct entry shown in the different books illustrated. 

CHECKING PAYMENTS. 

Read instructions for "Checking Payments," page 145. — The following is given as an illustration 
of how an account may be checked up as the different items are paid. As each item is paid it is can- 
celled on both sides of the account as shown. The unpaid items remain unchecked. 

At any time when the balance of an account is paid up to a certain date, all items prior to that 
date should be checked. 
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The transactions for the above payers will be found by referring to the Business Memoranda on 
the dates indicated. The stubs of the draft and receipt are not shown; they should always be filled 
out before the paper is written. Never detach a paper to be issued until after it is filled out; then 
compare the amounts, dates, etc., so as to avoid any error in filling out either blank. 
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WITH SPECIAL INSTRUCTIONS FOR ENTERING THE TRANSACTIONS FOR JANUARY, MAKING THE ENTRIES DIRECTLY FROM 
THE BILLS, CHECKS, AND OTHER VOUCHERS AS THEY ARE RECEIVED AND ISSUED, USING THE 

CASH-BOOK, SALES-BOOK, JOURNAL, LEDGER, AND BILL-BOOKS. 

NoTK. — When the plan of making out the different businees papers, aa indicated in General Instractions, etc., is not 
followed, the entries may be made from the '^ memoranda of the transactions " given below. 

1, H. M. Grayson invested cash in business, $4000. (C. B.) 

The Cash-book is opened by entering the cash invested on the debit side (page 68). Then make oat a 
deposit slip and enter the amount on the stab of the Check-book (page 72). Deposit the cash in bank 
or sach other place as yoar teacher may designate. 

2, Bought from James Harris, 86 Eighth St., for cash, lOObrls. Mess Pork, $9.50, $950. (J. & C. B.) 

Enter James Harris' bill in the Joomal, inserting the date and terms of the bill, but omitting the items. 
Credit Harris. (See 1st entry in Journal, page 68.) Then write a check, first filling out the stub 
(see form, page 72), deducting the amount from the deposit of Jan. 1st as shown. Then fill out the 
check, as shown In form above, and from the stub enter the amount of the check on the credit side of 
the C. B., debiting Harris. This will balance his account in the Ledger (238). You will then write 
the words ** Entered C. B. 1'' on the stub of the Check-book as shown. Fold and file the bill. (See 
form, page 72.) The words ^' Received Payment, Jas. Harris," which appear on the bill are supposed 
to have been written by Mr. Harris while you were writing the check. 

When checks are remitted through the mails In pajrment of bills, it is customary to enclose the bill 
with the check. Then it is receipted and returned to you, after which it is filed as you have been 
Instructed. 

3, Bought from Henry Smith, 47 Third Ave., on %, 1000 bu. Wheat, 90#, $900.; 800 bu. Oats, 86#, 
$280.; 500 bu. Corn. 40f, $200. Total, $1880. (J.) 

Enter this bill in the Journal, omitting the items but inserting the date and terms of the bill just as in 
the last entry. (See 2nd Journal entry, page 68.) Then fold and file the bill as you have previously 
been instructed. 

4, Sold H. A. Goodman, Market St., for cash, 15 brls. Mess Pork, $10., $150.; 150 bu. Corn, 45#, 
$67.60; 820 bu. Oats, 87^, $118.40. Total, $835.90. (S. B. & C. B.) 

Make out the bill (see page 71) from the Order slip, after which you will enter it in the Sales-book, 
debiting Qoodwln. (See 1st entry, page 70.) Then receipt the bill and enter the cash (check) received 
on the debit side of the Cash-book. (See page 68.) The entries required in this transaction are exactly 
the opiXMlte of those of Jan. 2. 

5, Sold Wm. Wright, 407 Penn. Ave., on %, 850 bu. Wheat, 98#, $848.; 60 brls. Mess Pork, $9.86. 
$591. Total, $984. (S. B.) 

Make out the bill from the Order slip, and enter in the Sales-book as In the last entry. (See 
page 70.) 

6, Bought from Wells & Ray for cash, 900# Cheese, 9i#, $85.50; 75 brls. Flour, $5.75, $481.35. 
Total, $516.75. (J. &C. B.) 

This transaction is similar to that of Jan. 2 and Is treated in the same way. First enter the bill received in the 
Journal. Then write out the check, being careful to make out the stub first, subtracting the amount 
from the last balance. Then enter the check on the credit side of the C. B. The bill has just been 
receipted by Wells & Bay. (See references Jan. 2.) 
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6. Paid cash for set of Books and Stationery purchased on commencing business, $82.60. (C. B.) 

This bill while dated Dec. 81 was not entered, being an expense Item. Write a check for the amoont, 
deducting it from the balance shown on the stub of the Check -book. Credit Gash in the Gash -book, 
debiting Expense. The bill has Just been receipted by the OflBce Supply Co. 

8, Received cash from Wm. Wright to apply on %, $800. (C. B.) 

This check is received In part payment of the bill sold Wm. Wright on Jan. 6. Debit Cash in the C. B., 
crediting Wright. (See Cash-book, page 68.) 

Sold C. M. Russell & Co., 800 Fourth Ave., on %, 225 bu. Wheat, $1.02, |229.50; 175 bu. Oats, 
89f, $68.25; 155^ Cheese, IH, $17.06. Total, $814.80. (S. B.) 

Make out the bill from the Order slip and enter in the S. B. This entry is treated exactly like that of 

Jan. 6. 
Make out deposit slip of the two checks received, endorse them across the back as follows : ** H. M. 

Grayson per ," and deposit as instructed Jan. 1. Add the amount deposited to the last balance 

on the stub of the Check-book. (See check stub, page 72.) 

9, Paid cash to Henry Smith in part payment of bill of 3d inst., $460. (C. B.) 

Write the check as instructed, deducting the amount from the balance which has been brought forward 
on the stub of the check Enter on the credit side of the Cash-book, debiting Smith. (See Cash-book, 
pifcge6B.) 

10, Bought from J. A. Amsbaugh & Co., 116 Market St., on %, 2000# Rio Coffee, 18#, $260.; 

20000# Sugar, 6^^, $1260. Total, $1610. (J.) 

Enter this bill in the Journal exactly as you did that of Jan. 8, omitting the items but giving the date 
and terms of the bill. 

11, Sold Chas. P. Wilson & Co., 412 Wood St., on %, 25 brls. Mess Pork, $10.80, $267.60; 200 bu. 

Wheat, $1.08, $206.; 446# Cheese, lOff, $46.88; 20 brls. Flour, $6.10, $122. Total, $632.88. 
(S. B.) 

Make out this bill from the Order slip and enter in the Sales-book. It is similar to the entry of Jan. 6, 
and is treated exactly like it. 

12, Received cash from C. M. Russell & Co. to apply on %, $160. (C. B.) 

Debit Cash in the Cash-book and credit Russell A Co. (Refer to Cash-book, page 68.) 

13, Sold Harry Arnold & Co., Richmond, Va., on %, 40 brls. Flour, $6.08. $248.20; 299# Cheese, 

11#, $82.89; 800# Rio CoflFee, 14#, $112. Total, $8!<8.00. (S. B.) 

Refer to instructions of Jan. 11. 

16, Paid cash to Harry Earle George, for rent of building for January, $50. (C. B.) 

Make out check for the amount of the rent and enter en the credit side of the Cash-book, debiting 

Expense. 
Balance the Cash, footing the columns of the Cash-book in lead pencil. The balance in bank, shown on 

the stub of the Check-book, plus the cash (or checks) on hand, must equal the difference between the 

two sides of the Cash-book. 

16, Bought from James Harris, 86 Eighth St., on %, 14150# S. C. Hams, 12#, $1698. (J.) 
Refer to entry of Jan. 8. 

17, Received cash from Wm. Wright in part payment of %, $884. (C. B.) 
Refer to entry of Jan. 8. 

18, Bought from G. B. Dean & Co., Pittsburgh, Pa., for cash, 60 brls. Refined Petroleum, $8.60, 

$425. (J. & C. B.) 

Refer to entry of Jan. 2. 

10, Received cash from C. M. Russell & Co. to apply on %, $100. (C. B.) 
Refer to entry of Jan. 8. 

20, Sold R. A. Young, Williamsport, Pa., for cash, 80 brls. Sugar, 16200#, 6J^, $1098.60. (S. B. 
&C. B.) 
Refer to entry of Jan. 4. 

22, Received from Chas. P. Wilson & Co. their note at 15 days to apply on %, $226.50. (B. B. & J.) 

Enter this note first in the Bills Receivable book (see page 68), then in the Journal, making the entry the 
same as in the previous set. If you are uncertain as to the entry, refer to the former Journal entry. 

28, Bought from James Harris on %, 372^ Butter, 32#, $119.04; 800 doz. Eggs, 25#, $75.; 612| 
Cheese, 9<, $55.08. Total, $249.12. (J.) 
Refer to entry of Jan. 3. 
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34, Gave J. A. Amsbaugh & Co. our note at 10 days to apply on %, |600. (B. B. & J.) 

Write this note and then enter it in the Bills Payable book (see page 68), then in the Joornal making 
the same entry as in the previoas set. Yon can refer to that entry if necessary. 

25, Paid cash to James Harris in full for bill of 16th inst., $1698. (C. B.) 
Refer to entry of Jan. 9. 
Sold R. A. Walters, 785 Water St., on ?i^, 850 bu. Corn, 46^. $161.; 240 doz. Eggs, 24#, |57.60. 

Total, 1218.60. (S. B.) 
Refer to entry of Jan. 5. 

26, Bought from J. A. Amsbaugh & Co. for cash, 200 bu. Wheat, $1., $200.; 50 brls. Refined 
Petroleum, $8.65,. $432.50. Total, $682.50. (J. & C. B.) 

Refer to entry of Jan. 2. 

27, Sold Dilworth Bros. 1060 Penn. Ave., on %, 60 doz. Eggs 2if, $15.; 612# Cheese, lOJ^, $64.26; 
872# Butter, 86^, $188.92; 8800# Sugar, 6J>, $228; 200# Rio Coffee, 18i#, $27. Total, 
$468.18. (S. B.) 

Refer to entry of Jan. 6. 

Paid Henry Smith cash on %, $600. (C. B.) 
Refer to entry of Jan. 9. 

29, Received from Harry Arnold & Co. their note at 15 days to balance %, $888.09. (B. B. & J.) 
Refer to entry of Jan. 22. 

30, Sold Wells & Ray, Duquesne Way, on %, 1800# S. C. Hams, 15^, $270.; 805 bu. Oats, 45#, 
$187.25. Total, $407.25. (S. B.) 

Refer to entry of Jan. 6. 

31, Gave James Harris our note at 20 days in full of bill of Jan. 23, $249.12. (B. B. & J.) 
Refer to entry of Jan. 24. 

Paid for Janitor's services to date, $12.25. For coal for office use, $6.50. Total, $18.75. 

(C. B.) 
Refer to second entry of Jan. 6. 

Received cash from Dilworth Bros, to apply on %, $200. (C. B.) 

Refer to entry of Jan. 8. 

Endorse all the checks on hand, make out a deposit slip, and deposit as heretofore. Add the amount to 
the last balance on the stub of the Check- book. 

Balance the Cash as you were instructed Jan. 15. As you have deposited all the cash (checks) on hand 
the balance shown on the stub of the Check-book should equal the difference between the two sides of the 
Cash-book. If it does not, go over your work and find the error. 

Inventory Jan. 81.— Merchandise, $2958.25. 
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INSTRUCTIONS FOR POSTING, JANUARY. 

Hereafter post from the Sales-book, Journal, and Cash-book in the order named. 

(1.) Post all items from the Sales-book to the debit side of the Ledger accounts named. Then 
rule and foot the last page of the Sales-book and post the total footing to the credit of Merchandise. 
(232-"*^.) Place the letter "S" to the left of the page column in the Ledger. 

(2.) Post the items from the Journal as instructed in previous sets, placing the letter "J" to 
the left of the page column in the Ledger. 

(3.) All items appearing on the debit side of the Cash-book are posted to the credit side of the 
Ledger account named. All items appearing on the credit side of the Cash-book are posted to the 
debit side of the Ledger account named. Place the letter "C" to the left of the page column in the 
Ledger. Do not rule and balance the Cash-book until after you have taken a trial balance. 

(4.) When it is desired to keep a cash account in the Ledger, post the total footing on the debit 
side of the Cash-book to the debit side of the cash account in the Ledger, and the total footing on 
the credit side of the Cash-book to the credit side of the cash account in the Ledger. To illus- 
trate, Jan. 31, post the debit footing of the Cash-book, $6513.40, to the debit side of the cash account 
in the Ledger and the credit footing of the Cash-book, $5373.50, to the credit side of the cash account 
in the Ledger. The Cash-book and the cash account will then show exactly the same balance. 

(5.) It is not the custom when the Cash-book is kept, to keep a cash account in the Ledger, as 
the Cash-book is in fact but the cash account with explanations added, kept under another cover, 
and therefore, the keeping of two accounts that are exactly alike in results seems a useless and 
unnecessary expenditure of time and labor. 
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INSTRUCTIONS FOR CLOSING, JANUARY 81. 

(1.) Check the Bill-books with the Bills Receivable and Bills Payable accounts, in order to see 
that all notes and acceptances have been properly recorded in the Bill-books and that the proper 
debits and credits have been made to those accounts in the Ledger. (See **'c.) 

(2.) When no Cash account is kept in the Ledger, foot the Cash-book and find the balance in 
pencil. 

(3.) Next proceed to take a trial balance. As a preparatory step to this, go through your 
Ledger and rule all personal accounts, and Bills Receivable and Bills Payable at the point where they 
last balanced. (See "*a and ^^^a.) When no Cash account is kept in the Ledger, the balance of 
cash for the trial balance is taken from the Cash-book. 

(4.) Make out a Balance Sheet. If your work is correct, it will show a net gain of $288.28, and 
a net capital of $4288.28. Ey referring to the old Ledger, you will find the net capital in the two 
sets of books the same, although the bookkeeping has been done on a different plan. 

(5) Close only accounts that show losses and gains. Be careful to bring down all Inventories 
on the opposite side of the accounts in which they occur. 

(6.) When your trial balance is completed, balance the Cash-book and close it by ruling, as shown 
on pages 68, 69. Then bring down the balance. 

(7.) Answer the "Business Man's Questions," page 59. See that all your papers are properly 
filed and arranged ; then submit them, together with your books, to your teacher. 

(8.) Lead pencil figures showing footings of columns, calculations, etc., in the Ledger and the 
other different books used, should never be erased. They should be made carefully and neatly with 
a sharp pencil so as not to disfigure the page. 

If your work proves satisfactory, you are now ready to proceed with the month of February. 

SPECIAL INSTRUCTIONS. 

FOR MAKING OUT THE BUSINESS PAPERS AND ENTERING THE TRANSACTIONS 

FOR FEBRUARY.-SET 8, CONTINUED. 

As the papers for each transaction are made out to be delivered, make the pioper entries in the 
different books. Post the transactions at the end of each ten days, u e,, February 10, February 20, 
and February 28. A trial balance will not be taken until the end of the month. 

Special instructions follow immediately after the more difficult transactions. No instructions 
are given for the simpler transactions or for those that you should be able to enter correctly by the 
help of the references in the margin. 



See Jan. 8 
72,110 

See Jan. 3 
64,65 

See Jan. 5 
65,64 

See Jan. 9 
See Jan. 22 



See Feb. 3 
142a, 73 



Business Memoranda, February. 

1, Received cash from R. A. Walters, in part payment of bill of Jan. 25, $150. (C. B.) 
,2, Bought from Chas. P. Wilson & Co., on %, 80 brls. Flour, $5.60; 100 bu. Corn, 86#; 125 bu. 

Oats, 80^; 1400 lbs. Lard. $6.10 per cwt.; 80 brls. Apples, $1.10. (J.) 
3, Sold Wm. Wright, on %, 25 brls. Refined Petroleum, $9.50; 12 brls. Flour, $5.90; (S. B.) 
Paid Cash to J. A. Amsbaugh & Co., on %, $150. (C. B.) 

5, Received from Wells & Ray, their note at 12 days on % of bill of Jan. 80, $226. (B. B. 

and J.) ^ 

This note is flnt entered in the Bill-book, then In the JoumaL 

6, Sold S. S. Martin & Co., Liberty St., on %, 240 doz. Eggs, 28^; 1200# Lard, $6.80; 33 brls. 

Flour, $6.03. (S.B.) 
Paid my note of Jan. 24, favor J. A. Amsbaugh & Co., in cash, $500. (C. B. and B. B.) 
This check is first entered in the Cash-book, credit side, as foUows: *' Bills Payable. Paid note of 

Jan. 24." Then the following; entry is made in the Remarks column o( the Bills Payable book: 

"Paid Feb. 6, ." 
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Jan. 2 
646,66/ 



See Jan. 4 
72,XS7d 



84a, 80g 

See Feb. 1 
Jan. 81 
See Feb. 2 

64a, Tie 



See Feb. 6 
See Feb. 



See Feb. 9 



SeeFbb. 6 
See Feb. 8 

See Jan. 16 



See Jan. 24 



706, 79e,80g 



See Feb. 



7, Bought from Harry Arnold & Co., for cash, 14 brls. M. Pork, $9.12^; 16 brls. Flour, $5.80; 412# 

Dairy Cheese, 12^^; 115 bu. Wheat, 90^. (J. & C. B.) 

8, Sold Merchants' Supply Co., for their note at 16 days, 7860# S. C. Hams, 15i^; 200# Lard, $6.82J; 

800 lbs. Rio CoflFee, 16#. (S. B., B. B. and J.) 

This bill Ib entered In the Sales-book, as follows : ** Merchants' Supply Co., Note at 16 days." Then 
make the usual entries in the Bill-book and Journal for the note received. 

9, Sold Dilworth Bros., for cash, 20 brls. Apples, $1.46; 700# Rio Coffee, 14i^. (S. B. & C. B.) 
Received cash from Chas. P. Wilson & Co., in full for their note of Jan. 22, due to-day, $225.60. 

(C. B. & B. B.) 

This check is first entered in the Gash-book debit side as follows: '* Bills Receivable. For note of 
C. P. Wilson." Then turn to the Bills Receivable book and enter in the Remarks column, " Paid, 
Feb. 9, 189 
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Sold J. A. Amsbaugh & Co. (and credited on bill, Jan. 10), 115 bu. Wheat, $1.00. (S. B.) 
Amsbaugh A Co. are charged with this bill from the Sales- book the same as if sold on account. 

10, Received cash from C. M. Russell & Co., in full of %, $64.80. (C. B.) 

Paid cash for 1 ton of coal for office use, $6.30. (C. B.) 
12, Bought from J. A. Amsbaugh & Co., on %, 420# Mocha Coffee, 15#; 200# Oolong Tea, 85#; 18 
Boxes Raisins, $1.50; 800 lbs. Creamery Butter, 22f. (J.) 

18, tPaid cash to Henry Smith, in full for bill of Jan. 8. (C. B.) 
14, Received cash from Dilworth Bros., on %, $75.00. (C. B.) 

16, Bought from Willis Bros., 8 Broadway, on %, 8200# G. Sugar, 6^^; 900# C. Sugar, 7^; 865 gal. 
N. O. Molasses, 45f. (J.) 

16, Received from Wells & Ray, their note at 10 days, to apply on %, $100. (B. B. & J.) 
Received cash from Wm. Wright, for balance due on bill of Jan. 5, $800. (C. B.) 

^Received cash from Harry Arnold & Co., in payment of their note of Jan. 29. (C. B. & B. B.) 

17, Sold Merchants' Supply Co., on %, 426 bu. Wheat, $1.10; 125 bu. Oats, 35t] 10 brls. Apples, 

$1.60. (S. B.) 

19, KPaid cash to J. A. Amsbaugh & Co., for balance due on bill of Jan. 10. (C. B.) 

20, Received cash from Wells & Ray, for their note of Feb. 5, $225. (C. B. & B. B.) 

21, Sold James Harris, on %, 8 brls. Mess Pork, $10.26; 80 bu. Corn, 88<; 7 brls. Flour, $6.10. 

(S. B.) 
28, {Paid my note of Jan. 81, favor Jas. Harris, in cash. (C. B. & B. B.) 
24, Sold Henry Smith, for his note 80 days, 800# Butter, 28#; 110# Mocha Coffee, 17^*; 4 Boxes 

Raisins, $1.62^; 6 brls. Refined Petroleum, $10.25. (S. B., B. B. &:J.) 
26, Paid cash for rent of building, for February, $50.00. (C. B.) 

Sold Dilworth Bros., on %, 80 days, 810# Mocha Coffee, 19f; 866 gals. N. O. Molasses, 66^; 

5000#Hams, U\f. (S. B.) 
Received cash from Merchants' Supply Co., in payment of their note of Feb. 8. (C. B. &B. B.) 
28, Gave Willis Bros, our note at 80 days in part payment of bill of Feb. 15, $176. (B. B. & J.) 

Sold J. M. Reed & Co., Dover, Del., for their note at 60 days, 11 brls. Mess Pork, $11.60; 412# 

Cheese, lOJ^; 9 brls. Flour, $625; 8200# G. Sugar, 7J^. (S.B.-B. B. & J.) 
Sold C. M. Russell & Co., for cash less 2% discount, 9 boxes Raisins, $1.65; 70# Oolong Tea, 
45^; 20 brls. Refined Petroleum, $9.25; Received cash $226.72; Discount 2% $4.68 (S B & 
C. B.) 

This bill is entered for the full amount in the Sales-book, debiting C. M. Russell & Co. Ctesh is debited 
in the C. B. for the full amount, crediting Russell St Co. Cash is credited for the discount as follows: 
'' Merchandise, 2% on Russell & Co.'s bill." The difference between the two entries shows the net 
amount of Cash received. 



Bought from Jas. Harris, for cash, 2000# S. C. Hams, 12f, 

t Refer to his account in the Ledger for the amount of this bill. 

tFind the amount of this note on the debit side of Bills Receivable account; also, in Bills Receivable 

book. 
^ Refer to his account in the Ledger. 

i You will find the amount of this note on the credit side of Bills Payable account, also in the Bills 
Payable book. 



Inventory, Feb. 28. 



2000# S. C. Hams at 12^, $240, 
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INSTRUCTIONS FOR CLOSING FEBRUARY 28. 

(1). Follow instructions 1, 2 and 3 for closing, January 31, page 76. 

(2). Make out a Balance Sheet. 

(3). Close all accounts in the Ledger showing losses or gains. Of course, all accounts that 
balance themselves in the Ledger have already been ruled up, according to Instructions (3) in Janu- 
ary. When your account is closed, it should show the same Net Capital as shown by the Balance 
Sheet. If your work is correct, your books will show a net gain of $235.72, and a net capital of 
$4524. 

(4). Answer the "Business Man's Questions," page 59. 

(5). File your business papers, see that your books are in good shape, and submit your work to 
the teacher. 

As you progress in your work, each set should be neater and possess a more business-like appear- 
ance than the preceding one. You will be expected to raise your standard of excellence in pen- 
manship as you proceed. 

Be careful to remember a thing when you are told once. 

Just at this point, it is especially important to you as a student that you should strive to culti- 
vate self-reliance ; and about this time, too, the first symptoms of ordinary laziness, if there are any in 
your make-up, will begin to manifest themselves. If you are able to discover any of these symptoms, 
take yourself in hand and put a stop to them. Better do that than have the teacher do it. 

Still remember our previous instructions, "Don't scratch." Remember there is almost as much 
benefit to be derived from the business habits you acquire as from the instructions you receive in 
bookkeeping and the other branches. 

Above all, be thoughtful, diligent, self-possessed, and clear-headed. 

INSTRUCTIONS FOR MAKING OUT THE BUSINESS PAPERS AND ENTERING THE 

TRANSACTIONS FOR MARCH.— SET 8, Continued. 

You will continue to prepare all the outgoing papers as you did in the month of February. 

Refer frequently to the form of drafts given you, and carefully read over paragraphs 119 to 131, 
under the head of "Notes, Drafts and Acceptances," pages 33, 34, before beginning to write up the 
work of the month. 

In writing business papers, exercise the utmost care in preparing them neatly. Be careful to 
write a uniform business-like hand without flourish and shading. 



1079,1060 



ia66,108p 



Memoranda for March.— Set 8, Continued. 

1, Received cash from Wells & Ray, in payment of their note of Feb. 16. (C. B. & B. B.) 
For amoimt see Bills Beoeivable book, Feb. 16. 

Sold J. A. Amsbaugh & Co., for cash, 2000# S. C. Hams, at 18#. (S. B. & C. B.) 

2, Bought from Henry Smith, 600 bu. Wheat, $1.06; 360 bu. Western Corn, 424#. Gave cash in 

part payment, $100. (J. & C. B.) 

Smith's acooimt is credited for the amoimt of the bill and debited for the cash paid. The 
difterenoe shows the balance owing on the bill. The cash paid should be credited on the bill or a 
receipt given. 

Drew a draft at sight on Wm. Wright, and remitted it to J. A. Amsbaugh & Co., to apply on 
bill of Feb. 12, $160. (J.) 

In this draft H. M. Qrayson is the drawer, Wm. Wright the drawee, and J. A. Amsbaogh ft Oo 
the payee. It is not a Bills Receivable, and the transaction affects only Wright's and Amsbaugh 
& Co.'s accounts. 

8, Received from Wm. Wright to apply on bill of Feb. 8, his draft on Bradford Bros., at 45 days' 
sight in our favor, which they have this day accepted, $126. (B. B. & J.) 

Wright is the drawer, Bradford Bros, the drawee, and H. M. Grasrson the payee. Being in our 
favor it is, therefore, treated as a Bills Receivable. It would also be treated as a Bills Beceivable 
had it not been accepted by the drawee, as the drawer is responsible for all the conditions of the 
draft. 
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5, Accepted Willis Bros.' Draft at 15 days* sight, favor of Merchants' Supply Co., $86.60. 
(B. B. &J.) 

WilliB Bros, are the drawers, H. M. Grayaon Is the drawee, and Merchants' Sapply Co. the payee. 
When Mr. Grayson accepted it, it became a Bills Payable. 

Bought from Woodworth & Co., Chicago, 111., on %, 150 bu. Wheat, 82#; 180 bu. Corn, 8W; 

310 bu. Oats, 24#. (J.) 
Paid cash for freight on the above invoice, $38.75. (C. B.) 

Make the following entry in the Cash-book: "Merchandise, Freight on Woodworth A Co.'s invoice, 
128.75." 

6, Received cash from James Harris in full for bill of Feb. 21, less 2% discount. Cash received, 
$88.15. Discount 3%, $1.70. (C. B.) 

Cash is debited for the f nU amount of the biU, {84^6. This credito Harris' account in f nU. Credit 
Cash as follows: *' Merchandise, 25( on Harris' bill, f 1.70." The diftarence between the two entries 
in the Cash-book shows the net amount of cash received. 

7, Received from Chas. P. Wilson & Co. in full of account their draft at sight on Moore & Co., 
$50.98. (C. B.) 

Sight drafts when in our favor are treated as cash. (See 09.) 

8, Drew a draft at 10 days' sight on Dilworth Bros., and remitted it to Henry Smith to apply on 
bill of March 3, $275. (J.) 

9, Paid cash to Woodworth & Co., in full for bill of March 6, less Discount. Discount, 8%, 

$7.15. Net proceeds paid in cash, $281.06. 

This entry is just the opposite of that of the 6th. Qredit Cash for the full amount of the bill which 
balances Woodworth & Co.'s account. Debit Cash for the disoonnt as follows: *' Merchandise, 8% 
on W. A Co.'s bill, |7.15." The difference between the two entries in the Cash-book shows the net 
proceeds of the bill, the amount for which yon write a check. On the stub of the Check-book 
enter the full amount of the bill to the left of the money column, then make the entry, *' Discount 
8%, 17.15," and extend the difference into the money column. This is done so that you can make 
the correct Cash-book entry from the stub of the Check-book. This is an especially Important 
point. 

Sold C. M. Russell & Co., % 80 days, 125 bu. Wheat, $1.12%; 75 bu. Corn, 47%#. (S. B.) 
Be careful to Insert the terms ** % 80 days" in the Sales-book. 

10, Sold Wm. Wright for note at 60 days, 75 bu. Wheat, $1.15; 60 bu. Corn, 48#. (S. B., B. B. & J.) 
Received from S. S. Martin & Co., in full for bill of Feb. 6, cash, $167.20, note at 10 days for the 
balance, $180.59. (C. B.-B. B. & J.) 

Credit Martin A Co., in the Cash-book for the check received, and in the Journal for the note received, 
first entering the note in the Bill-book. In calculating count h cent or over, 1 cent. 

12, Received from Dilworth Bros., to apply on %, their note at 60 days with interest, $800. 
(B. B. &J.) 

The fact that this note is made with interest does not affect the entry when it is received. 

18, Received from R. A. Walters in full of account his check which we endorse to Willis Bros., to 
apply on account, $68.60. (C. B.) 

Debit Cash and credit Walters, and then credit Cash and debit Willis Bros., for the same amount. 
Then make the following endorsement on the back of the check: " Pay to the order of Willis Bros.," 
and sign Mr. Grayson's name. 

NOTB.— In the regular course of business, this check would be deposited to your credit at the Bank, 
and your check sent to Willis Bros. This transaction is given to show how to make proper entry 
under similar circumstances. 

14, Remitted to Henry Smith our draft at sight on Dilworth Bros., to apply on %, $150. (J.) 

15, Prepaid our note of Feb. 28, favor Willis Bi-os., due April 2, less discount to mattu-ity. Discount, 

18 days, 6%, 68#. Paid net proceeds in cash, $174.47. (C. B. & B. B.) 

Enter the face of the note on the stub of the Check-book, and then deduct the discount as on Mar. 9. 
Write the check for the net proceeds. Credit Cash for face of the note as follows: *^ Bills Payable 
Note of Fbb. 28, less discount." For the discount, debit Cash as follows: ** Interest and Discount, 
18 days on note of Feb. 28, 69^." The difference between the two entries equals the amount of the 
check given. 

Paid cash for safe, $125. Office desk and chairs, $45. Gas bill, $16.80. Janitor service, 
$25. (C. B.) 

Be careful to look up references that you do not charge the above items to the wrong accounts. 
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16, Bought from J. A. Amsbaugh & Co.. on %, 25 brls. Potatoes, $2.25; 15 brls. Apples, $8.50; (J.) 

17, Sold Harry Arnold & Co., 180 bu. Corn, 42^; 210 bu. Oats, 80#. Received in part payment, cash 

$85, note at 10 days, $45. (S. B., C. B., B. B. & J.) 

Debit Arnold A Co. for the full amount from the Sales-book. On the debit side of Cash, credit them 
for the cash received, and in the Journal for the note received, fbrat entering the note in the 
Bill-book. 



for bill of the 16th, cash $25., note at 10 days, $83.75. 



18, Paid J. A. Amsbaugh & Co., 

(C. B., B. B. &J.) 

Debit Amsbaugh A Co., from the Cash-book for the cash paid, and from the Journal for the note given 
them, first entering in the Bill-book. 

19, Received cash from Wm. Wright to balance %, $88.80. From Dilworth Bros., $40.38. (C. B.) 

(See ma.) 

28, Paid our acceptance of March 5, favor of Merchants* Supply Co., in cash. (C. B. & B. B.) 
Received cash from S. S. Martin & Co., inpayment of their note of March 10. (C. B. & B. B.) 

24, Received from Wells & Ray, to balance % , their draft at 8 days' sight, on Merchants' Supply 
Co., which has been accepted, and which we transfer by endorsement to Willis Bros., on ^, 
$82.26. (J.) 

This entry appears only in the Journal. Debit Willis Broe., and credit Wells and Bay, making a proper 
explanation of the transaction. 

26, Paid cash to Willis Bros., in full of %, $15.90. (C. B.) 

27, Received from Merchants* Supply Co., on %, their sight draft on James Potter & Co., $450. 

29, Received cash from Henry Smith, for his note of Feby. 24th, due to-day. (C. B. & B. B.) 

80, Wm. Wright prepaid his note of March 10, due May 12, less 48 days' discount at 6$(, 82#. Pro- 

ceeds received in cash. (C. B. & B. B.) 

Debit Cash for the face of the note, and credit Cash as follows: "Interest and Discount," 43 days on 
Wright's note, 82#. 

Received cash from Harry Arnold & Co., for note due to-day. (C. B. & B. B.) 
Bradford Bros., prepaid their acceptance of March 8 for $125, less discount to April 20. Proceeds 
received, $124.56. 

To find the discount, deduct the proceeds from the face of the acceptance. Enter exactly as instructed 
for Wm. Wright's note prepaid to-day. 

Paid rent for March, $50. (C. B.) 

81, Paid my note of March 18,- favor of J. A. Amsbaugh & Co., due to-day. (C. B. & B. B.) 

Inventory for March 81. 

15 brls. Apples, at 8.50, $52.50 

25 brls. Potatoes at 2.25, 56.25 

115 bu. Corn at .86, 41.40 

450 bu. Wheat at 1.05, 472.50 



Furniture and Fixtures 



$622.65 
170.00 



INSTRUCTIONS FOR POSTING AND CLOSING. MARCH 31. 

(1). After you have completed the entries for March, it will be well for you to go over your work, 
carefully comparing each business paper with the entries made to see that everything is correct. Then 
post to the Ledger, observing the instructions in paragraphs "*ft, "•& and "*a. 

(2). Follow instructions 1, 2, 3, 4 and 5 for closing January 31, page 76. If your work is cor- 
rect, your Balance Sheet will show the following : Total losses, $92.03 ; gains, $56.06 ; net loss, $35.97 ; 
Net Capital, $4488.03. 

(3). Close and rule up all accounts showing losses or gains, using the Balance Sheet as a guide, 
being careful to bring down the Inventory of Merchandise on the opposite side of that account, after 
it is closed. 
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EXERCISES IN MAKING BALANCE SHEETS AND STATEMENTS. 

Make out Balance Sheets for the following statements taken from the Ledger : 

Ex. 1. Harold Wayne, Proprietor, Dr. $050, Cr. 6500; Merchandise, Dr. $5650, Cr. $5890; 

Cash, Dr. $675; Bills Receivable, Dr. 1490; Personal accounts. Dr. $4880, Cr. $945; Real 

Estate. Dr. $9000, Cr. 8500; Bills Payable, Cr. $650; Railroad Stock, Dr. $1500, Cr. 1650; 

National Bank Stock, Dr. $1000; - - - Expense, Dr. $700; - - - Commission, Cr. $1618; - - - Interest and 
Discount, Dr. $38, Cr. $14; Drayage, Cr. $66. Inventories.— Railroad Stock, $200; - - - National Bank 
Stock, $700. Interest due us, $115; Rent due others on store, $850. What is our present net capital. Ans. 
$6065. 

Ex. 2. H. M. Grayson, Proprietor, Dr. $1600, Cr, $2500; Merchandise, Dr. $4500, Cr. $1800; 

Cash, Dr. $875; Bills Payable, Cr. $1475; Bills Receivable, Dr. $200; Horse and Wagon, 

Dr. $360; - - - Expense, Dr. $1740; - - - Personal accounts. Dr. $785, Cr. $1960; Commission, Cr. $75; 

- - - Interest and Discount, Dr. $190, Cr. $82; - - - Mortgage Payable, Cr. $1808. Inventories. — Merchan- 
dise, $2450; - - - Horse and Wagon, $200. Rent due us, $80; - - - Commission due us, $88; - - - Due 
others, $76. Ans. Present Net Insolvency, $1246. 

Ex. 8. M. Grace, Proprietor, Dr. $290; Merchandise, Dr. $298; Bills Receivable, Dr. $895; 

- - - Bills Payable, Cr. $895; Interest and Discount, Dr. $82, Cr. $414; - - - Commission, Dr. $891, Cr. 
$1690; - - - Expense, Dr. $847; - - - Personal accounts, Dr. 1850, Cr. 1890; - - - House and Lot, Cr. $209. 
Tnventories. — Merchandise, $1986; - - - Notes on hand, $860;* - - - Interest and Discount due us, $97; - - - 
Due others, $12; - - - Commission due others, $28; - - - ^0% discount allowed for bad debts;t - - - Interest 
due others on personal accounts, $11; - - - Due us, $888. What is net capital? Ans. $2600. 

Ex. 4. Harry M. Rowe, Jr., Proprietor, Dr. $8200, Cr. $19000; Earle W. Rowe, Proprietor, Dr. 

1600, Cr. 19000; Merchandise, Dr. $4985, Cr. $4800; Wheat account. Dr. $6844, Cr. 6612; - - - 

Oats account. Dr. $8760, Cr. $4296; - - - Corn account. Dr. $8196, Cr. 8818; - - - Rye account, Dr. $4665, 

Cr. $4418; - - - Expense, Dr. $4728; Elevator account. Dr. $8500, Cr. 2760; - - -| Freight account. Dr. 

$1237.50; Storage, Dr. $116, Cr. $1889.46; Grist Mill account. Dr. 14000; Grist Mill Repairs, 

Dr. $986, Cr. $54; Grist Mill Labor account. Dr. $2265; Grist Mill Flour account. Dr. $18000, Cr. 

$20698; Grist Mill Bran and Feed account, Dr. $8846; Cr. $5987.50; Gmt Mill Machinery account, 

Dr. $6459.86; - - - Accounts Receivable, $916; - - - Bills Receivable, $7469.09. Cnventories.— Merchandise, 



$412; j Wheat, $560; Oats, $812.70; Elevator, $8000; Freight Bills unpaid, $71.80; 

- - - Elevator charges due us and not paid, $87.87; - - - Grist Mill has increased in value 20%; - - - Allow 
15% on Machinery for wear and tear. What is the net capital of the proprietors? 

Ans, Harry M. Rowe, Jr., $19488.16; Earle W. Rowe, $21088.16. 

Ex. 5. M. G. Nilan and V. G. Johnston are partners in business. Their Ledger stands as follows at the 
close of the year's business: M. G. Nilan, Proprietor, Cr. $10200; - - - V. G. Johnston, Proprietor, Cr. 

$9700; Merchandise, Dr. $188000, Cr. $146000; Inventory, $12844; Cash, Dr. $5900; - - - 

Bills Receivable. Dr. 18400; Personal accounts. Dr. $16810; Bills Payable, Cr. $4585; 

Accounts Payable, $826; - - - Loss and Gain account. Dr. $856, Cr. $1520; - - - Interest and Discount, Dr. 

$480, Cr. $950; Commission, Cr. $4860; Expense, Dr. $2645; Mortgages Payable, Cr. $5869; 

M. G. Nilan, Private, Dr. $2658; V. G. Johnston, Private, Dr. $8216. They find that they have made 

partial sales from consignments received for which no Account Sales have been rendered, on which they have 
earned a commission of $347«80.t There is also $214 interest due on Bills Receivable. By the articles of agree- 
ment each is to receive a salary of $2500 a year to be credited to their private account, which entry is not yet made. 
They also allow 10% on personal accounts receivable for bad debts. t M. G. Nilan is to receive | of the net profit 
and V. G. Johnston {. Required their present net capital. 

Ans j ^- ^' Milan's Present Net Capital, $20744.28. 
* 1 V. G. Johnston's Present Net Capital, 16729.52. 

*Ncte on hand for |45 Is worthless. 

tBeaoaroe Inventory. 

tWhen a certain per cent, is allowed off for bad debts, it is entered as a Liability Inventory on the debit side of 
Loss and (Sain account after all other accounts showing losses and gains have been closed into it. After the Loss and 
Gain account is closed, it is then brought down on the opposite side of the account. 
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SHIPMENTS AND CONSIGNMENTS. 

!339. When goods are shipped to be sold on commission, there are two parties to the transac- 
tion. They are known as the Consignor and the Consignee. The party making the shipment is the 
Consignor, and the party to whom the shipment is made is the Consignee. The ccHisignee does not 
purchase the goods from the consignor, but simply receives them as the consignor's agent and at 
his risk. 

'**a. When the consignee sells the goods, he deducts a certain percentage on the total sales as his 
commission, and also such other charges as may be incurred in effecting the sale of the goods. The 
difference belongs to the consignor, and is known as the Net Proceeds, As soon as the goods are 
sold, the consignee immediately becomes indebted to the consignor for the amount of the net proceeds, 
which shotdd be remitted in cash or credited to the consignor, by the consignee. In either case, the 
consignee renders the consignor a statement, which is termed an Account Sales, showing in detail 
the sales, charges, and the net proceeds. 

The consignor's accotmt is known as a "Shipment," and the consignee's is known as a "Con- 
signment." 

SHIPMENT ACCOUNTS. 

240* The object is to record our dealings with "agents" or "commission merchants" to 
whom we ship goods for sale on commission, — ^that is, for our account and risk. 

S41. There are several methods of handling this class of accounts, only one of which will be 
considered at this time. By this method the Shipment accotmt is treated the same as any other 
property account. It is debited for all costs and charges incurred when the goods are shipped and 
credited for what it produces when account sales are received, and shows when closed, a gain or 
a loss. 

'**a. When account sales are received when but a part of the goods are sold, those remaining 
unsold in the hands of the consignee are treated as an Inventory to the Shipment account exactly as 
in the Merchandise account (83-84). 

242. In addition to the title "Shipment," the account takes also the name of the person and place 
to which the goods are shipped, as, "Shipment to Smith & Co. — Richmond, Va." When two or more 
shipments are made to the same person or firm, the accounts with them are distinguished thus, "Ship- 
ment to Daniel State & Co. (New York) #1," "Shipment to Daniel State & Co. #2," etc. 

NOTB. — ^The Shipment and Consignment aoooants introduoed in this set are purely incidental, and the manner b 
which they are kept is not intended to iUnstrate the best methods of keeping these aocoonts in a regular oonmiiBBion 
business, bat rather to make yon f amUiar with the principles of debit and credit involved and to show the manner in 
which a few aoooants of this kind are kept in the books of an ordinary mercantile business. In the regular commission 
set introduced later, the best forms embracing the latest ideas wiU be f uUy explained and Ulustrated. 

From the above and from the General Law (64-67), we deduce the following for debiting and 
crediting 

SHIPMENTS. 



243. 


Debit—tiie Shipment 


244. 


Credit—the Shipment 


a. 


For the invoice (generally the cost) value of 


c. 


For all returns (net proceeds) when Account 




the goods shipped. 




Sales are received. 


b. 


For all costs in the way of drayage, freight 


d. 


For all goods returned for which the Shipment 




(prepaid), insurance, etc. 




had been previously debited. 




* 


e. 


For all drafts drawn or other advances re- 
ceived on account of the Shipment 






f. 


To close the account before all the goods are 
reported sold to ascertain the loss or gain, 
enter on this side (in red ink) the value of 
the goods unsold, using the word "Inven- 
tory." 



SUMMARY. 



245. 2>e2»it— the Shipment for what it C09t8. (See 
66.) 

230.246. 



246. Credit— the Shipment for what it proditcet. 
(See 67.) 
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247. The dUfymice between the two sides of the account shows a gain or loss, and is 
closed into the Loss and Gain account. When the goods are not all sold, the Inventory is treated in 
the same manner as in the Merchandise account. (See 80w.) 

REQUIRED LEDGER SPECIFICATIONS FOR THE FOLLOWING. 

No. 1. Shipped H. M. Grayson & Co. merchandise for sale on our account and risk, $765. Received Account 
Net proceeds received in cash, $986. 

ILLUSTRATION. 
Shipment to H. M. Grayson & Co. 



Mdse. (shipped), 

~ Ckun (to olofle), 



Lo88 and 



786 
220 



966 



Gash (Net proceeds), 




No. 2. Shipped Henry Danvers & Co. merchandise for sale on our account and risk, $960. Received Account 
Sales. Net proceeds in cash, $787.60. 

No. 8. Shipped M. Grace & Co. for sale on our account and risk merchandise, $2480. Received Account 
Sales. Net proceeds placed to our credit, $1760. Inventory reported as unsold, $1126. 

No. 4. Shipped Kennedy & Richards merchandise for sale on our account and risk, $826. Made draft on 
them at 80 days on account of the shipment, $160. They report to us that a part of the consignment was destroyed 
by fire. Received Account Sales showing net proceeds $26. We accept their draft at 80 days* sight for the 
amount we owe them. 

CONSIGNMENT ACCOUNTS. 

248. The object is to record our dealings as ''agents" or "commission merchants" with 
persons who ship us goods to be sold on commission — ^that is, for their account and risk. They are 
debited for all outlays that are made on account of the consignment when received, such as freight, 
drayage, etc., and when Account Sales are rendered, for our commission, for insurance, storage, etc., 
and for the net proceeds. They are credited for all sales. 

NoTB.— Your attention la called especially to the fact that consignment aoooonts are not debited for the cost of 
goods when received, because they yet belong to th6 consignor, and are simply In your hands as agent or commission 
merchant. 

249. CozLfifJEgllineiZtaccozziZ to (or ''Commission Sales" as they are called by most com- 
mission merchants) may appear, at first thought, to belong to the property class of accounts. But 
on closer consideration you will find that they are, in reality, personal accounts. When an agent 
receives goods to sell on commission, he does not in any sense buy them ; and when he expends money 
upon them in payment of freight, drayage, etc., and charges the consignment, he does so, it is true, 
with the idea that the property received is "good for it" and with the expectation that he will get his 
money back from the proceeds of sales, but, nevertheless, with a knowledge of the fact that the con- 
signor (shipper) is personally responsible to him (the agent) for all such expenditures and also his 
charges (commission) for selling. On the other hand, the consignor looks to the consignee (agent) 
as being personally responsible to him for the goods while in his possession, as well as for any pro- 
ceeds that the consignment may net him. 

In fact, however, a change takes place in the relations existing between the consignee and the 
consignor the moment the goods are sold. Prior to that time the consignee is not responsible for 
the value of the goods and could not be held responsible for any loss that might occur so long as he 
exercises ordinary diligence in their care, but the moment the goods are sold the consignee becomes 
directly indebted, and is personally responsible to the consignor for the value of the goods, after his 
charges have been deducted. Even if he sells the goods on credit and the party to whom he sells 
should fail, he is still held responsible to the consignor. He may, however, deduct a certain percentage 
for taking such risk, unless the consignor instructed him to sell for cash. 

"•a. In addition to the word "Consignment" or ("sales") these accounts take the name and 
address of the consignor (shipper) ; as "Parker's Consignment, Pittsburg, Pa." When two or more 
consignments are received from the same person, separate accounts are kept, and they are designated 
as "Parker's Consignment, #1, #2," and so on. 

M7-84»m. 
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From the foregoing and from the General Law (64-67), we deduce the following for debiting and 
crediting 

CONSIGNMENTS. 



250. Debit— the Consignment. 

a. At the time received, for all charges paid, such 

as freight, drayage, etc. 

b. When on hand, for all charges for cooperage, 

boxing, bagging, repacking, advertising, or 
other charges necessary for the preserya- 
tion, or for effecting the sale of the goods. 

0. For all goods returned to us after having been 
sold and credited to the Consignment, and 
for "shortage," "damage," or "overcharge" 
claims allowed on goods previously sold. 

d. For all drafts accepted or paid, or other "ad- 
vances" made on account of the Consign- 
ment. 
' e. After the goods are sold, for our charges, such 
as insurance, storage, commission, guaran- 
lee, eic 

f. For the consignor's net proceeds remitted with 
the "Account Sales," or carried to his credit 
In the Ledger. 



251. Credit — ^the Consignment. 

g. For all sales of goods belonging to it. 

h. For rebates from the railway or transportation 
company for overcharges on freight previ- 
ously paid. 

{. When the charges exceed the total sales, for 
the amount to close the account (debited to 
the consignor). 



252. Debit— the Consignment for all charges when 
received, and while on hand, for all subse- 
Quent charges when Account Sales are ren- 
dered, and for the net proceeds. 



SUMMARY. 

253* Credit— the Consignment for all sales of goods 
belonging to it 



254. The Consignment account should balance when Account Sales are rendered. The differ- 
ence at any other time shows a resource or a liability the same as a personal account. (See 111.) 

REQUIRED THE LEDGER SPECIFICATIONS FOR THE FOLLOWING. 

No. 1. Received from McWilliams, Chicago, invoice of Mess Pork for sale on their account and risk. Paid 
freight, $42. Total sales, $800. Rendered Account Sales. Storage, $8. Commission, 4%. Remitted Net Pro- 
ceeds in cash. 

ILLUSTRATION. 
McWilliams & Co.'s Consignment No. 1, Chicago. 



Freight, 
Storage, 

Comminlon ii%), 
Cash (Net Proceeds), 




Sales, 




No. 2. Sold merchandise for account and risk of Chas. A. Parker, Pittsburg, Pa. Paid freight and cartage, 
$80. Total sales, $1100. Rendered Account Sales. Storage, $14. Commission, 2%, Inventory of goods on 
hand, $75.* Remitted Net Proceeds in cash. 

No. 8. Received merchandise from F. H. Doughty, St. Louis, Mo., for sale on his account and risk. Paid 
freight, $50. Accepted his draft on account of shipment, $900. Total sales, $1800. Rendered Account Sales. 
Storage, $68. Commission, 6%. 

No. 4. Received merchandise from Lloyd Bros., Cincinnati, O., for sale on their account and risk. Paid 
freight and cartage, $280. Accepted their draft at 30 days* sight, $2200. Total sales, $1460. Rendered Account 
Sales. Storage, $90. Drayage, $80. Commission, 5%. 

No. 6. Received merchandise from Lyon & Hastings, Harrisburg, Pa., for sale on their account and risk. 
Paid freight, $87.50. Paid cooperage, $9. Total sales, $1785. Allowed for damaged goods returned, $27.50. 
Allowed for ''shortage*' on sales affected, $6.75. Rendered Account Sales. Insurance, }4%. Storage, $82. 
Commission, 6%. Net proceeds placed to their credit. 

* Memorandum on Account Sales only. 

»50-254. 
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PRIVATE ACCOUNTS. 

255. In addition to the proprietor's or partner's account, which shows his capital invested in 
the business or his withdrawals of capital from the business, a separate account should be kept with 
the proprietor or each partner, in which should be entered all such items as arise from their purely 
personal relations with the firm. These accounts are indicated by writing the name of the proprietor 
or partner, followed by the word "Private," and are debited and credited exactly as an ordinary per- 
sonal account. (See 199-201.) 

^'"a. Private accounts are debited (a) for all sums withdrawn for private use, whether in cash, 
merchandise, or other property belonging to the firm, and (&) for any private debts paid by the firm. 
They are credited (c) for any cash paid into the firm which is not to apply on the capital account, 
and (d) for any stated salary received from the business, or for any of the firm's debts assumed and 

paid from private funds. 

^**&. The private account is sometimes debited or credited with the net gain or loss at the time 
of closing the books, but this is not the best practice, as the net gain or loss should ordinarily be 
dosed into the capital account, except as indicated in ^"c. 

2««c. When no stated salaries are allowed the partners and their withdrawals of cash for private 
use is to be taken from their share of the profits, it is customary and proper to transfer their share of 
the net gain or loss to their private accounts, or such portion of it as may be necessary to offset the 
amount of cash withdrawn, in which case any remaining profits may be transferred to the proprie- 
tor's or partner's capital account. 

^*'J. The difference between the two sides of a private account will show either a resource or a 
liability, and may be closed the same as an ordinary personal account, ("^a,) or it may be closed into 
the capital account. This is determined entirely by the wishes of the proprietor or partner, unless its 
disposition is indicated by the agreement between the partners. 



BRANCH STORE ACCOUNT. 

256. When one or more branch stores are run in connection with the business, an account 
should be kept with each of them in the Ledger of the main store. The titles of these accounts 
should designate the location of the branch stores, as "East End Store," "Madison St. Store," etc. 
The branch store account is treated the same as the Merchandise account, being debited for what the 
store receives from or on account of the main store, and credited for all returns to the main store. At 
the time of closing the books, the branch store is credited for the Inventory reported from the branch 
store, and the account is then closed into Loss and Gain. 

NOTB.— This aoooont has been treated In varioiu works on aoooanting widely circulating among bookkeepers as 
weH as schools, in the same manner as a -peitBonal account. This is entirely erroneous inasmuch as there is no difference 
between this account and that of a special merchandise account. (See 96.) When treated as a personal account, the 
difference between the two sides of the account at dosing, would be represented as being due as a debt when in reality 
it shows the amount of the net gain or loss resulting from the business, after the Inventory has been entered which 
shows the amount of goods actually in our possession. Therefore, this plan must be discarded as illogical and a per- 
Yersion of the facts. 

BRANCH STORES. 



257. Debit Branch Store— 

a. For all goods or money furnished them from 

the main store. 
5. For all goods bought for them or by them for 

our account and §ent direct to the store, 
c. For all outlays for improvements, furniture and 

fixtures, taxes, drayage, insurance, rents, 

salaries, etc. 



258. Credit Branch Store— 

d. For all cash,* notes, acceptances, accounts, 

etc., they turn over to the main store. 

e. For all merchandise or other property they 

return to the main store after it has been 
charged to them. 



259. The difference between the two sides of a Branch Store account after the Inventory (if 
any which is a resource) has been added to the credit side, will show a loss or a gain, — ^a gain when 
the credit side is the larger ; a loss when the debit side is the larger. 

*"a. To close a Branch Store account, see ^^^a. 

* Where branch stores are located a considerable distance from the main store, as a matter of convenience the cash 
received is sometimes deposited in a bank other than the one in which the account with the main store is kept. 
When such is the case, it is deposited in the name of the firm, and is subject to their check. This does not in any way 
affect the manner of keeping the accounts, except that a different check-book and bank-book are kept, and when Cash 
is balanced, the balance in this bank must be added to that in the regular bank of the firm. 

265.S59*. 
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260 Uae of Explanation^ Column in the I/Odlffejr.— This column was formerly 

used by bookkeepers to indicate the account or accounts that were debited or credited on the opposite 
side of the Ledger ; but inasmuch as this work is entirely unnecessary in nearly every case, it is now 
generally omitted. However, there are times when a brief explanation of an item when it is posted 
will greatly assist the bookkeeper later on in his work. For instance: 

^•®a. In the Bills Receivable and Bills Payable accounts, the time and due date of each note 
received or issued may be entered in this column; and when no Bill-books are kept, this should 
always be done. From these explanations, the bookkeeper can readily see when notes mature and are 
due without referring to the Journal or other book of original entry. 

^•®6. As indicated in the "Instructions for Entering April Transactions," under April 2 (see page 
87), the terms of bills purchased or sold on account may also be indicated in the explaiiation-column 
in the Ledger in the same manner they were entered in the Bills Receivable and Bills Payable 
accounts. 

^•®c. In any personal or other account, where a detailed statement of account is rendered, if the 
nature of each item is indicated in the Ledger, it will greatly facilitate the making out of this 
statement. 

^•®d. Many bookkeepers indicate in the Expense account what each item is debited for. The 
judgment of the bookkeeper and the necessities of each particular business and account must decide 
when it is advisable to make such explanations. 

APRIL.— SET 8, Continued. 

Special FeatureB. — ^Admission of a Partner; Opening of Partners and Private Accounts; 
Introduction of Shipment and Consignment Accounts ; The use of Invbices and Account Sales with 
transactions illustrating a Shipment and Consignment business incidental to the regular business 
heretofore conducted. 

The business will be continued by the admission of the partner, who invests in cash an amount 
equal to H. M. Grayson's Net Capital. He will share equally in gains and losses, and devote his 
whole time and attention to furthering the interests of the business, the firm name to be //. M. 
Grayson & Co. 

NoTB.— In the preparation of oo-partnershlp papers, it Is advisable to Beooie the services of a lawyer, or at least to 
have his opinion as to their oorreetness. 



INVOICE OF SHIPMENT. 
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ACCOUNT SALES. 




J^.C^ 



/^ 


/ 


^^ 


yjt^ 






J 


^fi 


// 


JSC^ 








/^r 


^0 



BUSINESS BOOKKEBPINQ AND PRACTICE. 



87 



INSTRUCTIONS. 

1. In this month, proceed exactly as you were instructed by your teacher, for January, February and March, 
except that if you are writing up the business papers, you will prepare the papers for one day at a time,— that is, 
prepare the papers for April 2, and then make the entries in your books for that day. Then prepare the papers for 
April 8, and make the entries in your books. 

If yon are preparing the incoming papers, omit the items, but enter the total as follows: Mdse. f 

2. When you have completed the entries for each day's business, post and check to the Ledger, before proceed- 
ing to write up the papers and entering the transactions for the next day. 

8 Open an account with Earle Winthrop in the centre of page 1 in the Ledger as follows: "Earle Win- 
throp. Partner." Refer frequently to your instructions for entering transactions. ** Be sure you are right, then 
go ahead.**— Z?aty CrockeU, 

Following are the resources and liabilities of the business on March 81. They are inserted here for those who 
may wish to begin the set at this point, either as a supplementary drill or otherwise. 

RESOURCES & LIABILITIES. 



Cash. Per C. B 

Mdse. Inventorjs 

C. M. Russell &Co 

Harry Arnold & Co., 

Bills Receivable, 

Merchants Supply Co 

Furniture & Fixtures. Inventory, 
Henry Smith, . . 
J. A. Amsbaugh & Co., 
H. M. Grayson, Prop., 



2805 


01 




622 


65 




176 


26 




68 


60 




1254 


01 




76 


25 




170 




106 
68 






4488 



25 
50 
08 



188,20ie 



81,110 



100,82 



MEMORANDA FOR APRIL. 

April 1. 

Received cash from Earle Winthrop for his investment as per Articles of Agreement, $4488.08. 
(C. B.) 

Winthrop's check is entered on the debit side of the CSash-book, the same as the original investment of 
H. M. Grayson, Jan. 1. 

April 2. 

Bought from M. Grace & Co., 204 Broadway, New York, merchandise per bill of March 25, %o, 
n/eo,* $856.50. (J.) (See 284.) 

Enter this l>ill in the Journal, being careful to give the address, date, and terms of the bill, but omitting 
the items (284). In making references in your books, this bill will hereafter be spoken of as the bill of 
April 2, but in reality it is the bill of liar. 25, and in calculating the due date, it must be reckoned from 
that time. See foot note page 88. 

When yon post this entry to Oraoe & Co.'s account in the Ledger, in the explanation column enter the 
following: «< March 25, %o, n/eo-" These are the terms of the bill abbreviated, and are placed in the 
Ledger, so that you can readily refer to them to determine when yon must remit in order to secure the 
discount, or when the bill becomes due. Yon will observe the same practice hereafter for all purchases 
of merchandise. 

Sold R. A. Walters on % 20 days, 15 brls. Apples, $4.50; 175 bu. Corn, 42^; 100 bu. Wheat, $1.15. 
(S. B.) (See 282.) 

When it is desired, the terms may be entered in Walters' account as in the account of Grace & Co., pre- 
ceding. Usually this is not done, unless the terms of the sale are different from the regular terms. 

•The terms i^o, n/eo translated means that the terms of the bill are, 65^ off if paid within 10 days, and 
that the bill is due at the end of 00 days for the full amount. For instance, if the check is remitted to 
reach Grace & Co. before the expiration of 10 days after March 25, 65^ discount may be deducted. If 
it is paid after 10 days and before the expiration of 60 days, the face of the bill must be remitted. If 
it remains unpaid at the expiration of 60 days, interest will be charged for any time it remains unpaid 
thereafter. 
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April 2, Continued. 

Paid freight and cartage in cash, $17.93. (C. B.) 

Charge this to ** Freight" acoonnt iDstead of to Merchandise, as heretofore. Hereafter, charge thia 
accoant with all freight, cartage, etc., on oar own purchases. 

Shipped Lee Bros. & Co., 812 Chestnut St., Phila., to be sold for our account, 25 brls. Potatoes, 
$2.26. Paid drayage in cash, $2.60. (S. B. & C. B.) See Invoice of Shipment, page 86. 

Debit *' Shipment to Lee Bros. & Co." instead of Lee Bros. & Co.'s personal accoant, also debit the Ship- 
ment for the drayage. 

Shipped Beck, Boggs & Co., 87 Canal St., New York, to be sold for our account, 350 bu. Wheat, 
$1.05. (S. B.) 
See previous entry. 

Received cash from Merchants* Supply Co., in full of account. (C. B.) 

April 3. 

Received the following bills of goods: Woodworth & Co., 1 carload Oats, bill March 28, n/so, $120. 
Kennedy & Richards, 13 Courtland St., New York, bill of March 80, Mo, "/eo, $1437.88. M. 
Grace & Co., bill March 30, n/eo; $913.12. (J.) 

These bills are entered together, not separately, making the entry in the Joamal as follows placing the 

amoant of each bill in the credit column : 
Merchandise— for the following bills: 

To Woodworth & Co., Bill of March 28, n/so, f 120. 

Kennedy & Blchards, Bill of March SO, 51oi n/soi 1437.83 

M. Grace & Co., Bill of March 30, n/eo, ^l^-l^ 

Now add the three amounts in the credit column of the Journal together, and piaoe the sum opposite the 
Merchandise debit in the debit column. This will save the posting of two items to the Ledger. Here- 
after, when more than one bill is purchased on the same day, enter in this way. 

Paid freight on the above bills, $33.47. (C. B.) (Charge to Freight account.) 

Received from Post & Gale, Phila., Pa., Invoice of 30 brls. Apples for sale on their account and risk. 
Paid freight and cartage, $7.80. (C. B.) 

This is the first consignment you have received, and will be known as "Post & Gale's Consignment." No 
entry whatever is made of the 30 brls. of Apples. They are in your hands simply as their agent. In the 
Cash-book, debit P. & G.'s Consignment for the freight and cartage paid. 

Sold H. A. Goodman, Market St. on %, 5 brls. G. Sugar, 1305#, 7f; 3 bags Rio Coffee, $590#, 16#; 
360# S. C. Hams, 12J#; 3 cases Lard, 285#, 9\f. (S. B.) 

The terms of all bills sold on account are understood to be net 60 days, unless otherwise specified. The 
terms of discount will vary, but will be indicated to you in the diflsrent transactions. 

Sold Wells & Ray, %o, "/eo, 400 bu. Oats, 41f; 9 brls, M. Pork, $11.25. (S. B.) 
Paid M. Grace & Co., bill of April 2, less 5^ discount. (C. B.) 

See entry of March 9. Credit " Merchandise Discount " for the 6% deducted on the bill. 

Paid rent for April, $50. Stamps and Stationery, $3.50. (C. B.) 

April 4. 

Sold J. A. Amsbaugh & Co. on % 10 days, 30 brls. Apples belonging to Post & Gale's Consignment 
at $4. (J.) 

As these goods belong to Post & Gkde's Consignment, this bill must not be entered in the Sales-book, 
because Merchandise would then be credited. Instead, make the entry in the Journal, crediting '* P. A 
G.'s Consignment." Make the entry as follows : 

J. A. Amsbaugh & Co., @ 10 days, fl20. 

To Post & Gale's Consignment, 30 brls. Apples, f4, 120. 

As instructed (234), it is unnecessary to enter the items of the bill in the Journal, but you must be careful 
to enter the date of the bUl in the Journal entry, as that is the date on which the transaction really 
occurred, and from which the date of maturity, or the limit of time to secure a discount, must be calcu- 
lated. Tlierefore, in posting to the personal account in the Ledger, insert the date of the bill and the 
terms. On the other hand, however, for purposes of ready reference, the bill is always referred to there- 
after under the date in which it is entered in your books. For instance, the bill received from M. Grace 
A Co., April 2, dated March 26, for $866.60, is referred to when paid April 3, as " Bill of April 2," and not 
as a bill of March 26. (See 1st entry April 2.) 

It is the custom in many houses to keep a Merchandise Bills Register, which is in form much like the 
ordinary Bills Receivable book. In it is entered the ** date of the bill," ** from whom purchased," 
** terms," "when due," and the "amount," with a special column for "Remarks," in which is entered 
the date of payment, with the amount of the check remitted. With others it is the custom to enter each 
bill purchased separately, in the Merchandise account, entering in the explanation column, the date of 
the bill, terms, and from whom purchased. If either of these customs is followed, the terms may be 
omitted in the personal account. 
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April 4, Continued. 

Sold Kennedy & Richards, New York, Mo, "/eo. 16 brls. M. Pork, $12.; 100 kegs lOtf Nails, $2.35; 

40 brls. Flour, $6.12{. (S. B.) 
Sold Merchants' Supply Co., for note 60 days, 30 hlf. Chests Y. H. Tea, 86# ea. at 46#; 15 brls. 

Flour at $6.75; 8 brls. C. Sugar, 620# at C^f. (S. B., B. B., & J.) 
Rendered Account Sales of Post & Gales' Consignment. Total Sales, $120. Commission 85^, $3.60. 

(J.) Net proceeds by check, $108.60. See Account Sales, page 86. 

Refer to the form of the Account Sales, page 87. For the commission, make a Journal entry, debiting 
P. & G.'s Consignment. You will notice that the freight charges were also deducted, but no entry is 
made for thii> charge at this time, as it was charged to the account when the goods were received. Now 
debit P. & G.'s Consignment in the C. B. for the Net Proceeds, {106.60, for which check is remitted. 
When posted, these entries should close the account. 

Dilworth Bros. , prepaid their note dated Mar. 12, at 60 days with interest. Interest for 63 days, $8.40. 
Discount 40 days on $808.40 at 6^, $5.39. (C. B. & B. B.) 

Refer to the laws governing these accounts, as indicated in the margin. This transaction appears only in 
the Cash-book, except the entry In the remarks column in the Bill-book. Debit Cash to *^ Bills Receiv- 
able '* for the face of the note; and to " Interest and Discount" for the interest. Credit Cash and debit 
'* Interest and Discount " for the discount. The face of the note plus the interest, less the discount 
equals the amount of the check you should receive. 

Harry Earle George presents M. Grace & Co.'s draft on us at 60 days' sight for bill received April 3. 
We prepay draft in cash less 63 days' discount. (See Rule, page 95.) 

We discount this draft because we have the cash on hand and wish to secure the discount. 
Credit Cash and debit Grace & Co. for the face of the draft; then debit Cash and credit '^Interest and 
Discount " for the 63 days' discount. Deduct the discount on the stub of the check as usual. 

April 6. 

For the accommodation of J. A. Amsbaugh & Co., we have discounted their note in our favor at 
30 days for $850, paying them the net proceeds in cash. (B. B. & C. B.) 

This transaction resembles the preceding one, the difference being that "Bills Receivable" is debited 
instead of Grace & Co. 

Received invoice from Post & Gale, Phila., for sale on commission, 90 brls. Sweet Potatoes, 35 brls. 
Cranberries. Paid freight and drayage, $28.30. (C. B.) 

This entry is treated exactly as that of the first shipment received April 8. As that account is closed this 
may be posted to the same account in the Ledger. 

Received from M. Grace & Co. for sale on commission, 15 brls. N. O. Molasses, 475 gals. 82^; 26 
brls. G. Sugar, 6360#, 5^. Paid freight and cartage, $16.50. (C. B.) 

This will be known as " Grace & Co.'s Consignment," and is kept distinct from their personal account. 

Shipped Delaware Commission Co., Phila., Pa., 26 brls. Flour, $6, for sale on commission. (S. B.) 

Bought from M. Grace & Co. bill of April 1, %o, n/co, $772.13. (J.) 

Sold Willis Bros, on %, 3 brls. M. Mackerel, $32.60; 6 hlf. brls. Lake Herring, $2.25; 4 brls. 

White $10.46; 2 hlf. brls. Russian Sardines, $8.12^; 2 brls. Pickles, $5.37f 
Sold Chas. P. Wilson & Co. 3 bags Rio Coffee, 140-137-139# each, 22^; 8 hlf. Chests Y. H. Tea, 

105#, 42i#; 4 Chests O. Tea, 280^, 87^^. 

April 7. 

Received cash from Harry Arnold & Co. in full of account. (C. B.) 

Received from C. M. Russell & Co. in full of account, their draft on Mercer & Co. at 60 days' 
sight, which is accepted, $46. Note of Coleman & Rogers in their favor, which they transferred 
by endorsement, dated March 26, at 60 days, for $76 less discount to maturity. Balance in cash. 
(B. B., J., &C. B.) 

Debit ** Bills Receivable " for the acceptance and 60 day note at their face value in the Journal, and credit 
" Interest and Discount " for the discount on the note, and credit C. M. Russell & Co. for the difference 
between the sum of the two notes and the discount. Deduct this amount from the total amount they 
are debited with in the Ledger, and the difference should be the amount of the check received. Enter 
that to the debit of Cash, crediting their account, which will balance it. Post each note separately to 
the Bills Receivable account. Discount on note 63 cts. 

Paid cash to Henry Smith in full of account. (C. B.) 

Paid instu'ance on Stock and Fixtures, $28. (C. B.) (Debit Expense.) 
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April 7, Continued. 

Sold Wm. Wright 80 brls. Mess Pork, $11.90; 800 brls. Flour, $6.10. Received in payment two 
notes at 80 and 60 days for $800 each. Draft at sight on R. C. Stuart for $280. Chas. Kingr's Sons' 
note March 12 at 60 days for $700, less discount. Balance on %, (S. B., J., B. B., & C. B.) 

DiBOOont on note $4.82. See 8rd tatry above. 

April 8. 

Bought from M. Grace & Co. merchandise per bill of April 8, $1858. Accepted their draft at 60 days' 
sight in favor of Miller & King for the amount of the bill. (J. B. B. & J.) 

H. M. Grayson and Earle Winthrop each paid into the firm $10000 in cash as an additional invest- 
ment. (C. B.) 

Sold Hamilton & Co., Louisville, Ky., terms cash, 18 Chests J. Tea, 1260#, 42#; 20 Chests Y. H. 
Tea 1400#, 45#; 60 kegs Nails, lOd, $2.42^ (S. B.) 

This Ib not a cash tranaaotion although the ^^ terms " are cash. Hamilton & Co. is debited for the bilL 
Cash Is not debited until after they have received the goods, and remitted us the check, which will 
appear in a later entry. 

James McCartney presents oi^der of J. A. Amsbaugh & Co. for $68.50, which we pay in cash. 
This order is written Just like a sight draft, except the words ** at sight " are omitted. 

April 9. 

Received Account Sales of shipment April 2, to Lee Bros. & Co.; Net Proceeds, $98.00, for which 
check is received. (C. B.) 

This Account Sales shows you in detail the sales of merchandise made for you by Lee Bros. A Co. Credit 
** Shipment to Lee Bros. A Co." for the amount of the check, which is the net proceeds. 

Bought Building and Lot, #408 6th St., valued at $15000, on which we have paid cash $5000 
and for the balance gave our notes with interest at 60 and 90 days for $5000 each. (C. B., B. 

B., &J.) • 
Received Consignment of 800 brls. Apples for sale on commission for account of Geo. H. Rowe, 

Pittsburgh, Pa. Paid freight and cartage in cash, $41.12. (C. B.) 
Bought from M. Grace & Co., New York, bill of April 4, $846.50. Accepted their draft at 80 days* 

sight favor Johnston & Davis. (J. B. B. & J.) 

April 10. 

Received Account Sales for Beck, Boggs & Co. for merchandise shipped April 2. Net Proceeds, 
$445.60, for which they have remitted us their note at 15 days. (B. B. & J.) 

This is similar to the Account Sales received April 9, 1st entry, the difference being that a note is received 
for the net proceeds instead of cash. 

Sold Harry Arnold & Co. for note 60 days, from P. & G.'s Consignment, 50 brls. Sweet Potatoes, 
$8; 15 brls. Cranberries, $6.50. (B. B. & J.) 

This transaction may be made in one or two entries as they are both made in the Journal. Either debit 
Arnold & Co. and credit P. & G.'s. Consignment, and then debit ** Bills Receivable " and credit Arnold 
& Co. or debit '^ Bills Beceivable " and credit P. & G.'s Consignment. The latter entry does not carry 
the amount through Arnold A Co.'s account at all, and therefore saves that much posting. 

Bought from M. Grace & Co. Bill of merchandise dated April 5, for $1640.50, for which we remitted 
draft on New York, purchased at our Bank, less 5^ discount on the bill. (J. & C. B.) 

Our check is written for the New York draft. The only advantage in remitting a New York draft instead 
of our check is, that the party receiving it can have it cashed at any bank, while he might have 
some difficulty in case the party sending the check resided at a distant point, and his business standing 
is unknown. There is no advantage In this case, and the transaction is given simply as an Illustration. 
Hake the check payable to ^' New York Draft," and be careful to make the proper entries on the stab 
of the Check-book. 

Paid freight and cartage, $65.50. (C. B.) 

Sold Johnston & Davis, 5th Ave., New York, 20 brls. M. Pork, $11.50. Drew a sight draft on them 
for amount of bill and deposited in Bank as cash less collection charges, 25#. (S. B., C. B.) 

Where many collections are made in this way, it is sometimes desirable to keep a special account, which 
is known as the "Collection account." (See ^^b.) In this case, however, the 2B4 Is charged to Expense 
on credit side of Cash, the draft being first entered on the debit side, crediting Johnston A Davii 
with the explanation, " Our sight draft deposited." 
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April 10, Continued. 

Accepted Geo. H. Rowe's draft in favor of himself at 80 days on account of his consignment received 

April 9, 1325. 

This entry U Intended to lUastrate a common praotice among shippen. It frequently occurs that some 
time elapaee between the time the shipment Is made and Account Sales are received, and it is customary 
for consignees to honor drafts drawn for such amounts as circumstanoes warrant. This draft is charged 
to ''Geo. H. Rowe's Consignment." 

Paid cash to Kennedy & Richards for bill of April 8, less 4^ discount. (C. B.) 

H. A. Goodman has failed, and we settle with him for 75 cents on the dollar for the bill of April 8. 
(J., C. B.) 

Hake a Journal entry for the 26% lost. See references. Make a cash entry for the 75% received in 
cash. This entry may be made entirely in the Cash-book by debiting Gash for the total amount, 
crediting Goodman, and crediting Cash for the 26% lost, debiting Loss and Gkdn. As the entry 
should be fully explained, however, it is the best practice to make the entry for the loss in the 

Journal. 

April 11. 

Sold to M. Grace & Co., New York, account 60 days, 800 bu. Wheat, $1.10. Having only 425 bu. 

on hand, we have ordered the remainder from Woodworth & Co., Chicago, to be shipped 

directly to M. G. & Co., freight prepaid. We have charged them with freight as prepaid on 

800 bu. from Baltimore to New York. The rate is 7i# per 100#=|86. Paid freight on 425 bu. 

919.18. 

Make out a bill for the full amount of the sale, 800 bu. The freight for the entire 800 bu. is also charged 
on the bill. The entry, however, for it is made in the Journal. Debit Grace A Co. and credit Freight 
account. Freight account is debited from the Cash-book for the amount actually paid. The bill for 
Woodworth & Co. will be received later, when the present credit to the Freight account will be ofbet by 
the charges for freight from Chicago to New York. 

Remitted our draft at sight on Willis Bros, to M. Grace & Co. in part payment of our bill of the 6th 

less 6% discount. Face of the draft, $179.80. 

Grace & Co. is debited, Willis Bros., and *^ Merchandise Disoount" are credited in the Journal. 
The fftce of the draft, you must remember, is 05% of the amount that Grace & Co. must be charged 
with. 

April 18. 

Sold Henry Smith on 9^, 80 days, 200 brls. Apples (Rowe's Consignment), $8.25. (J.) 

Sold Chas. P. Wilson & Co. (Post & Gales' Consignment) 40 brls. Sweet Potatoes, $8.42^; 20 brls. 

Cranberries, $6.87^, terms 80 days. (J.) 
Sold Johnston & Davis, New York, on %, 85 brls. Flour, $6; 22 brls. M. Pork, $11.75. (S. B.) 
Wells & Ray present our acceptance of April 10, in part payment of their bill of April 8, less 9% 
discount. We charge them discount on the draft to maturity and they pay us the balance in cash. 
(J., C. B.) 

This entry may prove somewhat diiBcult. The fftoe of the draft plus the merchandise discount, less the 
discount on the draft gives the amount Wells A Bay are to be credited with in the Journal. Deduct 
that amount from their total indebtedness, which will give you the amount of cash you will leceive 
from them. This entry may be made in the C. B. only. Make the entry and submit to your teacher. 

April 14. 

Sold for cash, 100 brls. Apples (Rowe's Consignment), at $8.15. (C. B.) 

Received cash from Henry Smith for bill of April 18. (C. B.) 

Rendered Account Sales for Rowe's Consignment. Commission, 451^. Drayage, 5# per brl. Remitted 

the net proceeds in cash. (J., C. B.) 

Debit "Rowe's Consignment" for the commission and drayage in the Journal. The entry for the net 
proceeds in the Cash-book is made the same as for the 4th entry, April 4. 

Received cash from Chas. P. Wilson & Co. in full for bill of April 18. (C. B.) 

Rendered Account Sales of Post & Gales' Consignment received April 6; Commission, ^%i Storage, 

2f per brl. Discounted Harry Arnold & Co.*s note, received April 10, at Bank and remitted net 

proceeds of the consignment in cash. (J., C. B.) 

After you have ascertained the net proceeds, deduct the discount of Harry Arnold & Co.'s note on the 
Account Sales. You will write your check for the difference. When the note is discounted make the 
usual entry; but you must be careful to debit '*P. & G.'s Consignment" for this discount on note, 
instead of *^ Interest and Discount." 

Received from Johnston & Davis, New York, for sale on commission for their account, 10 Chests 
Y. H. Tea. Paid freight and charges, $11.25. Prepaid their draft on us at 80 days* sight for 
$125, on account of the consignment. 

For the freight and charges debit "J. & D.'s Consignment." Credit Cash for the face of the draft, 
debiting the Consignment. Debit Cash for the discount 88 days, and credit *' Interest and Discount.' 



jt 



92 



BUSINESS BOOKKEEPING AND PRACTICE. 



266a 



a48a,106A: 



263 
266a 



107c, 1686 
261i 



81, 263, 262 



April 16. 

Each partner withdraws for private use, $50. 

Open a private account with each partner, in which you will enter all items other than the inveatment and 
withdrawals of capital. Debit each partner in the Cash-book for this amount as follows: **H. M. 
Grayson, Private %," and ** Earle Winthrop, Private %," 

Received cash from Hamilton & Co. for bill of April 8. (C. B.) 

Bought for cash 25 shares of the Capital Stock of the First National Bank at the par value of $50 

per share. 

Open account:— First National Bank Stock. 

Bought from Hamilton & Co. bill of April 12, 10 hhd. Leaf Tobacco, $2118, which we directed 
them to ship to M. Grace & Co., whom we have instructed to sell on commission for our account 
and risk. (J.) 
Sold R. A. Walters on %, 8 Chests Y. H. Tea, 210#, at 80^. (Johnston & Davis' Consignment.) (J.) 
Accepted Boyle & Co.'s draft on H. M. Grayson at 8 days* sight for a private debt, $86.12. 

Take off trial balance at this date and prove correctness of your work. After it is approved by your 
teacher, you can jjrooeed with the remainder of the month. 

April 16. 

» 

Johnston & Davis remit us our acceptance of April 9, less discount to maturity, in part payment 

of their bill of April 18, on which we allow them a cash discount 8^5^. For the balance we have 

received their draft at sight on J. A. Amsbaugh & Co., which we charge to their account. 

This entry is made in the Journal only. Debit " Bills Payable " for the face of the acceptance and 
" Merchandise Discount " for the 8i% on the bill. Credit " Interest and Discount " for the disoount on 
the acceptance. Find the difference between the two debits and the one credit, and deduct from the 
total amount of the bill, the difference is the' amount of the draft on Amsbaugh & Co. Credit Johnston 
& Davis for the full amount, which will balance your Journal entry and close their account. 

By a fire in our Storage Warehouse, the remaining 7 chests of Tea belonging to Johnston & Davis* 

Consignment were totally destroyed. Render Account Sales for the sales effected and close the 

account. Commission S^. 

As this tea belonged to Johnston & Davis, no entry is made on your books. On the Account Sales make a 
memorandum of the tea destroyed. The loss is theirs, not yours. As we have paid their draft which 
amounts to more than the goods sold for, they owe us the difference. 

Cash Sales for the week per cash drawer, $116.87. (C. B.) 
For explanation of cash sales, see note ^b, 238-^d. 

April 18. 

Took to our own account the consignment of Molasses and Sugar received from M. Grace & Co. 

April 6, at invoice prices. Rendered Account Sales, Commission 8^, Storage $7.50, Drayage, $2.35. 

Place the net proceeds to credit of their account. . (J.) 

This is sometimes done by commission merchants under the circumstances stated. Make a Journal 
entry, debiting Merchandise and crediting Grace & Co.'s Consignment. Then render the Account 
Sales and make the usual entries. Notice that you credit Grace & Co. for the net proceeds in their 
personal account. 

Received Account Sales from Delaware Com. Co., for shipment of April 6. Net proceeds, $141.50, 
for which we have drawn on them in our favor at 80 days after date, and discounted, receiving net 
proceeds in cash. (C. B.) 

Credit *^ Shipment to Delaware Com. Co." for the net proceeds, and debit "Interest and Discount" for 
the discount on the draft. 

Received $200 from Chas. P. Wilson & Co., to apply on bill of 6th, less Z%. 

This is the amount of the check received, and represents 97% of the amount with which Wilson A Co. 
must be credited. Debit Cash and credit them for 100%. Credit Cash and debit " Merchandise Dis- 
count " for the 3%. 

Bought Letter File and Cabinet for Offices, $15. Paid sundry expenses for repairs, $12.50, 

(C. B.) 
Received from Woodworth & Co., for sale on commission, 200 brls. Flour. Paid freight, $53.10. 

Drayage, $8. (C. B.) 
Sold S. S. Martin & Co., % 80 days, 60 brls. Flour (Woodworth's Consignment) at $6.15; 12 cases 

Eggs, 1200 doz. at 12^^; 10 brls. Sugar, 2200# at 5J#. (J.) 
Sold R. A. Walters for cash less 2j^, 200 bu. Wheat at $1.06; 912# S. C. Hams at 12^^; 4 chests, 

Y. H. Tea at 45#. (S. B.) 
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Received bill from Wood worth & Co. for wheat ordered on the 10th,— 875 bu. at 93/. Freight 

prepaid, $19.10. (J.) 

Debit freight for amonnt prepaid. 

This ia the bill for the wheat shipped M. Graoe A Co. on the 10th. Debit Merchandise and Freight, 

and credit Woodworth & Co. for the whole amonnt of the bill,— that is, the wheat and the freight 

Iirepaid. 

April 20. 

Bought for cash 96 ><-brl. paper sacks at 4^ each, to market Woodworth & Co.'s Flour; also paid for 

filling, $1. (C. B.) 
Sold J. A. Amsbaugh & Co. on %, 20 sacks 490# Woodworth & Co.'s Flour at S)(f. (J.) 
Sold Dilworth Bros, for cash, 18 chests Y. H. Tea, 1260# at 40#; 40 sacks Woodworth & Co.'s Flour, 

980# at Syi^; 10 bags Rio Coffee, 1800# at 18#. (J., C. B.) 
Prepaid our notes issued April 9, for $5000 each, at 60 and 90 days for the face of the notes, and 

the interest to maturity less the discount from this date until the date of maturity. Interest to 

maturity, $180. Discount to maturity, $118.18. 

In calculating for this transaction, add the interest to the amount of the notes, and deduct the discount, 
which will give yon the amonnt of the check. In the Cash-book, debit *' Bills Payable " for the face of 
the notes, "Interest and Discount" for the Interest to maturity. Debit Cash and credit ** Interest and 
Discount " for the discount allowed to maturity. 

Paid cash for bill of coal for private use of Earle Winthrop, $18. (C. B.) 
Paid Cooperage on Woodworth & Co.'s Flour, $6.25. (C. B.) 

Sold James Harris for note at 80 days with interest, 40 brls. Flour at $6; 20 brls. M. Pork, $10. 
(S. B., B. B. & J.) 

April 21. 

Received cash from Kennedy & Richards in payment of bill of April 4, less 4%. 

As the cash was not rendtted in time to come within the terms of discount, it is not allowed. We have 
drawn on them at sight for the amount of the discount, and deposited in Bank lees 26< for collection 
charges. 

The check received and the draft for 4% are entered as one item. 

Sold C. M. Russell & Co., 86 sacks Flour (Woodworth & Co.'s Consignment), 882#, at 4^f . (J.) 

S. S. Martin reported 420# short weight on Flour sold them on the 18th. We allow them credit 
on their bill for the amount at 4# per lb. (J.) 

Paid our acceptance of the 15th due to-day. (C. B. & B. B.) 

Paid wages to April 15, per pay roll, $120.' Paid for two horses, wagon and harness, $750. Paid 
sundry drayage bills to date, $62.50. 

Bought from M. Grace & Co., merchandise per bill of the 16th, $644.25. Remitted in part pay- 
ment Merchants' Supply Co.*s note of the 4th, less discount at 7%. Paid balance in cash. 
Discount, $5.34. (J., B. B. & C. B.) 

April 22. 



• 



Sold M. Grace & Co., per their order with Draft at sight attached to Bill of Lading, 40 brls. Flour 

at $6.16^. (Woodworth & Co.'s Consignment.) 

Deposited Draft and Bill of Lading in bank less yi% for collection. (C. B.) 

Thh object in a transaction of this kind is to require the purchaser to pay the draft before he can 
secure the goods. It is sometimes done when the financial standing of the purchaser is not well 
known. 

Rendered Account Sales to Woodworth & Co. for Flour sold to date. Commission, d}i%. Storage, 

$17.95, Drayage, $9.40; Net proceeds remitted in cash. Reported 88 brls. still unsold. 

The ** Inventory " on hand is simply a " memorandum " on the Account Sales. No entry is made for it in 
your books. 

Received cash from Wm. Wright in full of account. (C. B.) 

April 28. 

Received cash from R. A. Walters to balance account. (C. B.) 

J. M. Reed & Co. prepaid their note of Feb. 28 less discount to maturity. 

Cash-sales per cash drawer, $91.64. (C. B.) 

Sold Merchants' Supply Co., % 80 days, 20 kegs 8^ Nails, $2.40, less 10 and 5%; 20 kegs 10^ Nails, 

$2.50, less 10 and 6^. (S. B.) 

Trade Discount is a certain fixed percentage taken off the regular price of goods. In many large busi- 
nesses, such as hardware, glass, iron, etc., the prices are fixed annually and dealers allow a certain per 
cent, off that price. This is known as trade discount. It is always deducted on the bill when the goods 
are sold, and the net amount only is charged to the buyer. 
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April 84. 

Remitted Hamilton & Co. draft at sight on M. Grace & Co., on account of shipment of April 15, 
for $1000. (J. ) 
CiedU ** Shipment to Grace & Co." for this draft. 

Exchanged notes at 80 days with J. A. Amsbaugh & Co. for their accommodation. Each note» 
$800. (B. B. & J.) . 

April 25. 



Our draft on Kennedy & Richards deposited on the 2l8t has been returned to us marked "refused" 

and we take it up by issuing our check to the bank. 
Sold Harry Arnold & Co., 80 days, 25 brls. Sugar, 6859#, 5ji<#; 15 brls. N. O. Molasses, 475 gals., 

87#. (S. B.) 
Received cash from S. S. Martin & Co. for bill of the 18th less 2%. (C. B.) 

April 27. 

Jas. Harris prepaid his note of the 20th for the face of the note and the interest to maturity less the 
discount on the amount of the note from this date until the date of maturity. (C. B. & B. B.) 

April 28. 

Received cash from Kennedy & Richards for amount of sight draft which was refused by mistake of 

their bookkeeper. (C. B.) 
Sold M. Grace & Co., 88 brls. Flour, $6.12>i (Woodworth & Co.*s Consignment), % 80 days. (J.) 
Beck, Boggs & Co. pay their note of April 10, due to-day. (C. B., B. B.) 

April 29. 

Paid cash to Woodworth & Co. to balance account. 

Received C. M. Russell & Co.'s note at 80 days with interest for bill of 21st. 

April 80. 



(B. B., J.) 



Received Account Sales for 5 hhd. Leaf Tobacco shipped M. Grace & Co. April 15. Net proceeds, 
$1808.45, from which they have deducted our draft of the 24th, and placed the balance to our credit. 
They report the remaining 5 hhd. unsold. (J.) 

Paid salaries to date, $140. Paid for horse feed, $12.50; Shoeing horses, $12.50. (C. B.) 

Received cash for rent of building #406 6th St., $187.50. (C. B.) 



Inventories, April 80. 

Merchandise, $8580. 

Furniture and Fixtures 175. 

Building, #408 6th St 16750. 

Shipment to M. Grace & Co, 1056.50 

First National Bank Stock, advanced h% 1812.50 

Horse and Wagon account, . 712.50 

Rent due (others) on store and unpaid, 250. * 

Commission 8>i5^, W. & Co. 's Consignment, 18.87 



INSTRUCTIONS FOR CLOSING, APRIL 80. 
(1.) Follow instructions 1, 2, 3 and 4 for closing, Jan. 31. 

NOTB.— As the accounts in the Ledger are becoming more numerous, It will require yon to exercise great care thit 
you omit none of them from your trial balance or balance sheet. 

(2.) Your attention is called to the "freight" and "merchandise discount" accounts which appear 
in the Ledger this month. While they are auxiliary to the Merchandise account, and really are a part 
of that account, they are closed separately the same as any other Loss and Gain account, for the rea- 
son that they are kept for the purpose of exhibiting to the proprietors such information as will assist 
them in directing the future operations of the business. 

NoTB.— It ia the practice with some bookkeepers after the Balance Sheet is made out to close these accounts into the 
Merdiandise account before closing that account into Loss and Qain. This does not affect the final net gain or low 
shown by the Loss and Gain account, but the debits and credits shown in the Loss and Gain column will not agree with 
those shown in the Loss and Gain account. However, when it is desirable to have the Merchandise account in the 
Ledger show the net Loss or Gain of that account irrespective of the accounts auxiliary to it, this practice is permis- 
sible. However, if such is the case, it would not seem necessary to open special accounts with merchandise, discountf 
and freight at all, but to post them directly to the Merchandise account. 
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(3.) You will now proceed to make out a Balance Sheet. If your work is correct, the Balance 
Sheet will show a net gain of $ which should be divided equally between the partners. Allow 

the odd cent to the senior partner. 

(4.) Close all accounts showing losses or gains, using the Balance Sheet as a guide. In closing 
Loss and Gain account, enter on the lesser side the amount of each partner's share of the net gain 
separately, and transfer to their partner accounts. Be careful to bring down the inventories on the 
opposite side of the accounts in which they occur. 

TO CALCULATE INTEREST FOR DAYS AT 65^. 

Rule. — Multiply the principal by the number of days, divide the product by 6 and point off three 
figures ; if there are cents in the principal, point off five figures. 
Example. — ^What is the interest on $750 for 46 days ? 

Explanation. — ^The interest on one dollar for one day being ^ of a 

Process: ^^^h therefore, if any principal is multiplied by the number of days, 

$750. the product (or interest) will be in 6th of mills. To reduce mills to 

45 dollars, point off three figures from the left. In the example shown, 

S750 $750, the principal, multiplied by 45, the number of days, gives a product 

. or interest of — 5 — mills. We therefore divide by 6 and obtain as the 

6) 83750 6 

^ goR interest a quotient of 5625 mills ; pointing off three figures gives $5.63, 

the required interest. 

Examples for Practice. 







Find ttM IntetMtat Ojt. 








Find tlw intaiMt at 9%. 






Frinolp«l. 


TlmoindayB. 


Interest. 




Frlnolpal. 


Time In days. 


Inteieet. 


1. 


$745. 


37 days. 


$4.69. 


6. 


$ 866.60 


31 days. 


$ 1.89. 


2. 


371. 


41 " 


2.64. 


6. 


640.36 


39 " 

a 


8.61. 


3. 


487. 


88 " 


3.08. 


7. 


1620.86 


79 " 


21.88. 


4. 


318. 


78 " 


8.87. 


8. 


717.10 


186 " 


16.13. 



To Ascertain the Interest at Any Per Cent. Other than 6. 

Find the interest at 6%, then multiply the interest thus obtained by the desired rate, dividing the 
product by 6 and the quotient will be the interest required. In other words, the desired rate is the 
numerator of a fraction whose denominator is 6. Multiply the interest at 6% by such fraction. 

EXERCISES IN OPENING DOUBLE ENTRY BOOKS. 

The following exercises are intended as a drill to prepare you for making the proper entries for 
admitting a partner May 1. They are all practical examples that have been copied from the books in 
business houses, the names and amounts alone being changed. All that is required in these Exercises 
is the opening Journal entry. 

Ex. 1. James Anderson invests cash, $8000 ; Merchandise, $800 ; Bills Receivable, $1800; 

Accrued interest due on these notes, $96.60; First National Bank Stock, $8600; 9th St. Property, 

$4300; Rent due and unpaid by tenants on above property, $86; Safe and Desks, etc., $110; 

Horse and Wagon, $840. 

He owes on personal accounts, $1260.50; On notes with 6 months' interest ($120), due on same, 

$4000; - - - He owes on the horse and wagon, $100. Required the Journal entry. 

Ex. 2. Archie Carlton and Lester Boyd enter into business— Archie Carlton invests cash, $8500; - - - 

Merchandise less lOf^ for old stock, $1600; - - - Notes on hand, $760; Interest due on these notes, 

$73.85; R. R. Stock on which he owes a note of $1000, $6000; Store room and Lot (with taxes unpaid, 

^), $8000; Mortgage due in one year with interest at 6^ on Store and Lot, $8000; Personal accounts 

due him with 155^ oflF for bad debts, $1868. He owes on account, $400; On note on which he has gone 

surety, $150. 

Lester Boyd invests cash, $1600; ^ interest in Machine Shop, $2500; 100 shares Gas Co. Stock 

with 105^ dividend unpaid, $5000; Notes on which a discount of 20^^ is allowed, $8800; Commission 

earned by him as Real Estate Agent and unpaid, $780; Note which he holds against Archie Carlton 

now due, $800; 20 shares N. C. R. R. Stock with last cash assessment of 20j^ due and unpaid, $1000. 

Required the Journal entry. 
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Ex. 8. N. E. Nash and F. G. Botsford enter into a partnership for the purpose of carrying on a general con- 
tracting business. Each is to invest his present plant, valued at $25000. The books of N. £. Nash show the 

following Assets and Liabilities, which are accepted by the firm: Cash, $2000; Bills Rec, $2200; 

A note for $160, is worthless and is to be charged to Nash's private account; Patent #1200 for making 

street pavement, $8760; Horses and Wagons, $5000; Street Roller, $800; - -^ - Implements and 

Fixtures, $650; Asphalt and other supplies on hand, $1760; Machinery, Engine, etc., $2300; 

Personal accounts due him, $1250; Stone Quarries, $8000, on which there is a Mortgage of $8000 with 6 mos. 

interest due on same; Personal note held against F. G. Botsford, $1000; - - - Contract with City of Pittsburg 

valued at $2000. He owes for labor, $650; On personal accounts, $1210; On Notes, $1200; 

Interest on Notes, $60. 

F. G. Botsford's books show the following Assets and Liabilities, which are accepted by the firm: Cash, 

$1900; Brick Yard, 80th Ward, $4000; Brick Machinery, etc., $8000; Brick on hand, $1800; 

Lawrenceville Sewer Contract valued at $10000; Dinkey, Engine, Cars, etc., $1500; Cement and other 

supplies, $1800; Tools and Implements, $1200; Amount due Fidelity Trust Co., as bondsmen on 

City Contract, $700; He owes on Bond and Mortgage, $5000; On Notes, $500. Required Journal 

entries to open firm's books. 

Ex. 4. D. M. Porter is the owner of Excelsior Machine Works with a net capital of $50000, which stands 
to the Cr. of his stock account. R. C. Carroll and S. A. Richards each agree to obtain a ^ interest. Without 
closing the books or taking a statement of the business, they pay into the business $82000 each, and also to pay 
Mr. Porter a bonus of $12000 each. Required the entry to adjust the matter. What entries would be made using 
the Cash-book ? 

INVOICE-BOOK. 

The Invoice-book is the opposite of the Sales-book. In it are entered all purchases of merchan- 
dise for our own account. There are two forms of the Invoice-book in general use. The first is 
about 1^ inches wider than the ordinary bill head and is ruled with a single money column. In this 
style of book the invoices are pasted-in as received and the amounts are extended into the money 
column. The footings are forwarded from page to page, and Merchandise is debited for the total 
at the end of the week or month. The parties from whom the goods were purchased are credited 
directly in the Ledger for the amount of each bill. The other style of Invoice-book is ruled like the 
Sales-book. In it the name of the seller, the date of the bill and the terms are entered. The items 
of the bill are omitted, and the date the bill is received is entered in the margin. Generally each 
bill is numbered and filed in regular order. The number of the bill is then entered in the Invoice- 
book, so that the bill can be referred to at any time. Merchandise is debited for the total in the 
Ledger, and each party is credited for the amount of each bill as in the first form. This form is shown 
below. 

Frequently the use of the Invoice-book is dispensed with by having a special "Mdse. Dr." column 
ruled in the Journal, as is illustrated in "Commission Set 5.' 



99 







^ JUL,- &t.*^Jt^ 






BUSINESS BOOKKBBPING AND PRACTICB. gj 

CONTINUATION OF SET 8.— MAY 1. 

jP'eatlZJPes.— Admission of two partners. Establishment of a Branch Store in 
charge of one of the partners. Opening of Retail Department in charge of another partner. Intro- 
duction and use of the Invoice-book, 

By the Articles at Agreement among the partners, the firm name is to be "H. M. 
Grayson & Co." The two senior partners, H. M. Grayson and Earle Winthrop, are to receive a credit 
of $600 per month for their services, and the junior partners are to receive $400 per month for their 
services. They are to share in the net profits as follows : The senior partners are to divide f of the net 
profits between them, and the junior partners are each to have \ of the net profits. They are to be 
charged in their private accounts for all sums withdrawn, and are to devote their entire time and 
attention to the business. By agreement, H. M. Grayson is to devote his attention to the Financial 
Department, Earle Winthrop to the Purchase and Sales Department, G. R. Hart to the Branch Store 
and E. R. Grayson to the Retail Department. 

NOTB.— Ton will remember that each ten days is Intended to repr o e on t a month's business in all exoept the men 
matter of time, and that the making ont of the Balance Sheet, and the dosing of the Ledger is required, to give yon 
practioe in this work, and not beoaose it is done in business. 

The transactions of an ordinary business are very much the same from day to day, and in order 
to avoid needless repetition, we introduce only such transactions as are necessary to develop new 
points in the old accounts, and such new accounts as are necessary. The work, therefore, is arduous 
and will require the closest attention. 

An account will be opened with the Branch Store, known as "23d St. Store." In it will be con- 
ducted a general retail business in fine groceries, provisions, etc. You will find full information in 
regard to the "Branch Store" accounts on page 85, which you should read carefully. All bills pur- 
chased directly for the account of that store are entered in the Journal, debiting "23d St. Store," 
instead of Merchandise. All goods taken from the general stock on hand are billed as usual and 
charged to the "23d St. Store" from the Sales-book. Reports of all receipts and expenditures will be 
received daily from the branch store. At the next closing of the Ledger, you will receive a state- 
ment of the entire purchases, sales, expenses, etc., to that date, from which you will be instructed how 
to make the proper entries. 

As we have many calls for goods from small buyers, it has been decided to open a retail depart- 
ment. The personal accounts of this department will be kept in a special Ledger, known as the Petty 
Ledger. All sales on account for that department are charged directly into this Ledger. (See form, 
page 103.) No entry will be made on the general books until payment is received. But a few accounts 
will be given you, as that book is kept by the clerks in the retail department. When cash is received in 
payment of accounts in the Petty Ledger, it is turned in to the general bookkeeper as "Cash Sales," 
the amount being credited to Merchandise in the Cash-book, after being properly credited to the 
accounts of the persons who paid it, in the Petty Ledger. This will be more fully explained and illus- 
trated in the Retail Set which will be introduced later. 

Follow exactly the same routine in this month as in the month of April, — ^that is, prepare the 
papers for each day, and enter in your books. File them, check your postings, and see that every- 
thing is correct before proceeding with the next day's business. Continue as heretofore in the deposit- 
ing of checks and the balancing of Cash. Many new features will be presented, but by referring to 
the instructions given you, as indicated, you will have no difficulty in understanding how to dispose 
of them. It is expected that you will think for yourself, and not depend upon your teacher more than 
it is necessary. Independent, careful, consecutive thought is the power which you are expected to 
wield, and without the acquirement of which you will always be merely a nonentity. Don't be a 
follower. Stand on your own ground. 

Note.— The articles of agreement referred to above may be prepared by the student. Garefnlly read information 
given, and have the articles of agreement contain all the facts therein stated. For the form of an agreement between 
partners, refer to yoor Commercial Law-book. 
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MEMORANDA FOR MAY.-SET 8, CONTINUED. 

NoTiB.— Only a few speoUd instractioiui are given you for entering the tzanaactions of this month, as yon shoold 
he BnfBciently familiar with the diflerent booka to use them wit&oot a gaide. 
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May 1. 

G. R. Hart invests the following effects: 
Cash deposited in First National Bank, $1600. (C. B.) 

Note of J. A. Amsbaugh, dated March 17, at 00 days with interest, $760. (J.) 
Note of G. £. Sharp, dated November 26, at 90 days with interest from date of maturity, 

$298.76. 
28rd St. Property, $7000., bn which there is a mortgage of $1000., dated July 1, interest payable 

semi-annually. 

An aooount may be opened with ^^ Mortgagee Payable," or this mortgage may be entered in the Bills 
Payable acooont. 

First National Bank Stock, 76 shares at $60. , on which there is m semi-annual dividend due and 
unpaid, $8760. (Open Dividend account.) 

Steamboat Letitia, Mo interest, $12600. 

Brown & Co., Richmond, Va., owe him an account on which they owe interest from March 1, 
$118.86. 
He owes the following debts which the firm assumes: 

Note favor Frank Humphreys, Columbus, O., dated January 19, at 60 days with interest. 
$160. (J.) 

£. R. Grayson on %, due April 20, $86.60. (Credit Private account.) 
E. R. Grayson invests cash, $12,000. 
Bought books and stationery for cash, $24.76. (C. B.) 
Bought desk, chairs, etc., for office use, $78.60. (C. B.) 
Bought from Frank Humphreys, Columbus, O., 9^ 16 days, bill dated April 26, $1941. (I. B.) (See 

form, page 96.) 
Bought from Woodworth & Co. bill dated April 24, % 80 days, $8826. (I. B.) 
Paid freight and cartage on above goods, $117.86. (C. B.) 

Bought from M. Grace & Co., for 28rd St. Store, bill dated April 27, ^o, "/eo, $1887.48. (J.) 
Bought for cash, shelving, counters, scales, etc., for 28rd St. Store, $147.60. (C. B.) 
Bought set of books, etc., for 28rd St. Store, $9.60. 
Transferred from our stock to 28rd St. Store, 1 box, 18t C Cheese, 10^; 1 tub, 80# C. Butter, SOT; 

8 brls. N. O. Molasses, 186 gals., 40#; 2 chests Y. H. Tea, 140tf, 46#; 2 chests O. Tea, 1401, SW; 

2 chests J. Tea, 100«, 40#. (S. B.) 
Cash-sales 28rd St Store, $146.20. (C. B.) 
Cash-sales per Cash Register, Retail Dept., $94.28. (C. B.) 
Sales on account. Retail Dept. (Petty Ledger.) (As only three of these accounts are given you at 

this time as an illustration, open them on the last page of the Journal, allowing each one-third of a 

page. See form, page 108.) 
Mrs. Jas. Hamilton: 8# O. Tea, 60#; 10# Coffee, 26#; 16« Sugar, 6i#; 6# Butter, 40#; 8# Cheese, 

20#. 
James E. Brady: 20# Coffee, 26^; 60t Sugar, 0#; 20# S. C. Hams, 16#; 2 brls. Potatoes, $2.; 16| 

O. Tea, 40#. 

May 2. 

Sold John Swan & Co., Wood St., % 80 days: 10 brls. Mess Pork, $16.; 6 boxes Creamery Cheese, 

800«, 11#; 8 tubs Creamery Butter, 180#, 81 #. 
Shipped M. Grace & Co. for sale on commission on our account and risk: 100 bu. Clover Seed (at 

cost). $8.; 16 brls. Mess Pork (at cost), $12. (S. B.) 
Bought from C. M. Russell & Co., bill dated May 1, terms cash less 2^, $1866. (I. B.) 
Bought from M. Grace & Co., New York, bill dated April 28, $487. Terms, draft at three days' 

sight. 
Paid freight bills in cash, $180.76. 
Cash-sales 28rd St. Store, $197.47. 
Cash-sales Retail Dept., $214.62. 
Sales on account. Retail Dept. ( Petty Ledger, see p. 108) : 

Mrs. Chas. Johnston: 
1 Can Corn, 26#; 2 doz. Eggs, 16#; 10# Butter, 40f ; 1 bu. potatoes, $1. 
Received cash from M. Grace & Co. in full of account to May 1, per Statement rendered. 
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May 3. 

Rendered Account Sales to Woodworth & Co. for remainder of their consignment of flour; Com. S{fi, 

Net proceeds remitted in cash. 
Received cash from Johnston & Davis in full of account. 
Remitted our check to M. Grace & Co. in full for bill of the 1st less discount. 
Paid cash for plumbing, 28rd St. Building, $19.88. 
Cash-sales 23rd St. Store, (214.27. 
Cash-sales Retail Dept., $1^.68. 
The sales clerk hands in "credit slip" showing the following credits: James E. Brady, $21.60; Mrs. 

James Hamilton, $5. (Petty Ledger only, see form, page 103.) 
Received cash from J. A. Amsbaugh & Co. in full of account to May 1. 



May 4. 

Bought from Johnston & Davis, bill dated April 28; terms, note 80 days, $900. Instead we remit them 

our check for the net proceeds of the note, 88tdays. 
Bought from M. Grace & Co. bill April 1, | cash less 2^, balance, subject to draft at 10 days, $1722. 
Sold Merchants' Supply Co. (terms cash), 6 tubs Creamery Butter, 800#, 86#; 2 brls. N. O. Molasses, 

96 gals., 48#; 4 Chests Oolong Tea, 280#, 66#. 
Received from O. L. Pettricrew, Springfield, O., for sale on commission: 250 doz. Eggs, 12f; 20 brls. 

Potatoes, Late Rose, $1.62^. 
Paid freight and cartage in cash on above consignment, $5.60. 
Paid freight and cartage bills to-day, $48.50. 
Shipped to Lee Bros. & Co. for sale on commission: 5 brls. N. O. Molasses, 245 gals, at 46#^ 

5 chests Y. H. Tea, 850#, at 40#; 5 chests Japan Tea, 850# at 88#. Prepaid \ freight in cash, $4.88. 
Cash-sales 28rd St Store, $98.81. 

Bought from Merchants* Supply Co., for 28rd St. Store, bill on %, $816.25. 
Cash-sales Retail Dept., $149.96. 
Accepted draft of M. Grace & Co. at three days' sight, payable at First National Bank, for bill received 

the 2nd inst., $487. 



May 5. 

G. £. Sharp paid his note of November 26 with interest from date of maturity, $298.75. 

Bought bill from Hamilton & Co. subject to draft at 10 days, $476.80. 

Bought bill from Willis Bros., city, terms cash, $888. 

Sold R. A. Walters, % 80 days, 800t Butter, 81#; 180# Cheese, 11#; 1 chest Japan Tea. 70#, 45#; 1 chest 

Oolong Tea, 70#, 56#; 1 brl. N. O. Molasses, 50 gals., 55#. 
Sold Henry Smith on %, from Petticrew's consignment, 200 doz. Eggs, at 15#; 10 brls. Potatoes. 

at $2.05. 
Received from Kennedy &, Richards a bill of the following merchandise, which was shipped by them, 

as per our order of April 80, to G. B. Mason & Co., for sale on our account and risk as per 

letter of instructions of to-day; 20 bales Hops, $10.; 225 bu. Barley, 40^. Freight prepaid by 

K. & R., $48.18. 
Accepted Woodworth & Co.'s draft on us in favor of Nelson & Co. at 10 days' sight, $488.70. 
Paid cash for premium and policy in Grerman Insurance Co., covering Stock and Fixtures, $10,000, 

rate, IJj^. 
Cash-sales 28rd St. Store, $181.12. 
Cash-sales Retail Dept., $207.82. 
28rd St. Store reports spoiled goods (10 doz. Canned Corn) belonging to Merchants' Supply Co.'s bill 

of yesterday, which the M. S. Co. have credited on bill, $5.50. 
Paid Insurance on Stock and Fixtures 28rd St. Store, $28.50. 
Sold J. A. Amsbaugh & Co. and shipped by their order to Morrison & Fox, New Orleans, 500 brls. 

Refined Petroleum at $6.50. Prepaid freight, $148.80. (S. B. & C. B.) 

When freight u prepaid on goods sold It shonid be charged on the bill sent the castomer. Prepaid 
charges may be treated In two ways:— Either by entering the amount In the Sales-book and debiting 
** Mdse." in the Cash, which will ofhet the credit to merchandise in the 8. B., or by debiting the buyer 
with the freight prepaid from the Ossh-book. The former la the usual custom^ but it is not the best prae- 
fiee, aa Merchandise is thus debited and credited for amounts that are not purchases and sales, and coi 
quently the exact gain or loss % cannot be calculated. 
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May 6. 

Bought from M. Grace & Co. subject to draft, Mdse. per bill of the 8d, $8241.93. 

Sold Henry Smith, on % 80 days: 600 doz. Eggs, 16^; 1 brl. Mess Pork, $16; 6 brls. Petroleum, $6.20; 

6 brls. Flour, $6.80. 
Sold J. A. Amsbaugh & Co., % 80 days: 800 bu. Corn, 40^; 260 bu. Wheat, $1; '18 brls. Flour, $5.80; 

160 bu. Clover Seed, $4.10; 226 bu. Rye, 66#; 20 tons Timothy Hay, $10.76. 
Paid salaries for week ending to-day, $81. 
Received from J. A. Amsbaugh & Co. for bill of 6th their note at 8 months with interest included in its 

face. Amount of bill, $8808.80; Interest, $62.60. (J.) 
Paid clerks' salary 28rd St. Store, $16. 

Paid H. M. Grayson, $160; Earle Winthrop, $186; £. R. Grayson, $260; G. R. Hart, $86. 
Cash-sales 28rd St. Store, $206.88. Note of Hotel Wilson at 80 days for s^roceries 28rd St. Store, 

$86.12. 
G. R. Hart took for his family use groceries from 28rd St. Store, $14.60. 
Bought from M. Grace & Co., Invoice of Tea and Spices, which they ordered shipped to us directly 

from Stewart 8c Co., Liverpool, Eng., $2146.00. Paid Custom House duties, $216.87. Freight and 

drayage, $41.12. 
Bought from Wm. Wright, 2 horses, $460. We give in payment his note at 60 days received April 7, 

$800, allowing him discount to maturity. We pay the balance in cash. (C. B.) 

This entry is aomowhat difflcolt. It may be made either in the C. B. only, or in the C. B. A J. We prefer 
the former. Credit Cash for the value of horses, and for the diaoonnt on the note; debit Cash for the 
face of note. The diftarenee between the two credits and the one debit equals the amoont of the check 
given, $151.70. 

Cash-sales Retail Dept., $846.60. 



May 8. 

Sold Merchants' Supply Co., for note 80 days, from Pettricrew's Consignment: 60 doz. Eggs, 16#; 10 
brls. Potatoes, $2.10. 

Rendered Account Sales of Petticrew's Consignment. Commission, 8%. Drayage, $8.86. Net pro- 
ceeds remitted in cash. 

Made draft at 10 days on G. B. Mason and Co., St. Louis, Mo., on % of shipment and remitted to 
Kennedy & Richards, on %, $160. 

Received note at 80 days for $486, from Harry Arnold & Co., dated April 80, and made by H. M. 
Grayson to apply on account. Discounted the same at First National Bank and received net proceeds 
in cash. H. A. & Co. paid balance of their account in cash. (C. B.) 

Paid Frank Humphreys in full, less 2%. 

Cash-sales 28rd St. Store, $48.26. 

Cash-sales Retail Dept., $102.60. 

Sold Hamilton & Co., on 9^, 200 Chests, 14000#, O. Tea, 60#; 60 Chests, 4200#, J. Tea, 46f. 
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May 9. 

M. Grace & Co. present Hamilton & Co.'s draft at 10 days' sight which we pay less discount. Face 

of draft, $276. 
Paid for one ton coal, $8.76. 
Paid for repairs on building, 408 6th St., $4.60. 
Received Account Sales for merchandise shipped on the 2nd to M. Grace & Co. Net proceeds received 

in cash, $626.80. 
Sold Merchants' Supply Co., on % 80 days: 20 tubs Butter, 1200#, 88#; 6 chests Y. H. Tea, 860#, 61f; 

6 chests Oolong Tea, 860#, 67#; 1 sack, 60#, Rio Coffee, 22#; 6 tierces Lard, 1716#, 7^. 
R. A. Walters presents Kennedy & Richard's sight draft on us for $76, which at his request we have 

placed to his credit. (J.) 
Received from steamer ''Letitia" for Vio net earnings of last trip, check on Third National Bank, 

$846.26. 
Received cash from Brown & Co. to apply on account, $76. 
Transferred by special endorsement to Willis Bros, to apply on account, note received from Merchants* 

Supply Co. , May 8, less discount to mattirity . 
M. Grace & Co. present our note in favor of Frank Humphreys, Columbus, O., dated Jan. 10, for $150. 

with interest, which we pay in cash. 
Received Account Sales from Lee Bros. & Co. for shipment of May 4. They report 6 chests Tea unsold. 

Net proceeds received in cash, $407.82. 
Received cash from Chas. P. Wilson & Co. to balance account. 



BUSINESS BOOKKEEPING AND PRACTICE. 



101 



1485, 8(K 



266d 



May 9, Continued. 

J. A. Amsbaugh & Co. paid their note of April 6th, cash for $400 and new note for the balance at 

80 days with interest included in its face. (C. B.) 

Cash-sales 28rd St. Store, $158.20; Cash-sales Retail Dept., $96.86. 

Paid janitor's and warehouseman's wages in full to date, $55. 

The driver reports one ton of Hay and 60 bu. Oats taken from stock for horses. We charge the 

Hay at $10, the Oats, 86#. 
Paid Willis Bros, in full of account. 
In settlement of their % we have transferred note of C. M. Russell & Co., dated April 28lh to 

Kennedy & Richards at its face value. Cash for balance. (J. & C. B.) 
Discounted J. A. Amsbaugh & Co.'s note received May 6th, and remitted amount of net proceeds 

to M. Grace & Co. in draft on New Orleans, less \% discount. Discount on draft, $17.05. 

Amount of draft, $8410.61. (C. B.) 

Debit Cash for note, and discount allowed on the draft; credit Cash for the dlBoonnt on the note and 
the debit to M. G. A Co. Remember that the net proceeds of the note is 99.5% of the face of the 
draft. 

Paid mortgage on 28rd St. Property with interest to date. 

As per Articles of Agreement we credit H. M. Grayson and Earle Winthrop $200 each, and £. R. 
Grayson and G. R. Hart $150 each. 



May 10. 

Received from Wm. Wright in payment of his note of April 7th, — cash, $200. 10 brls. M. Pork, at 
$10. (C. B.) Debit Cash for face of the note; credit it for the merchandise bought. 

Paid our acceptance of May 4th at Bank, $487. 

Sold M. Grace & Co., 250 brls. Flour, at $6.50. Received in payment otir acceptance of April 8th 

less discount to maturity. We credit them for the net proceeds less 2% on amount paid on bill. 

Balance on account. (S. B. & J.) 

The net p go e oe da of the note is 98% of the amount for which M. G. A Co. most be credited. Debit *' Bills 
Fay." and «' Mdse. Disot." and Credit ^'Inteiest and Discount " and '« M. G. A Co." 

The sales clerk hands in "credit slip" which shows the following credits: Mrs. James Hamilton, 
$8.80; Mrs. Chas. Johnston, $5.55. (Petty Ledger.) 

Inventories, May 10. 

Merchandise, $7048.42 

Shipment to Lee Bros. & Co., 140. 

Furniture and Fixtures, 248.48 

Building and Lot, 408 6th St 16000. 

Shipment to M. Grace & Co., 1056.60 

First National Bank Stock, 5000. 

Horse and Wagon Account, 1150. 

21st St. Property, 7500. 

Steamboat "Letitia," 12500. 

28rd St. Store, Merchandise, 1700. 

" *' Furniture and Fixtures, 112.80 1812.80 

Rent of April and ^ of May 888.88 

Shipment to G. B. Mason & Co 188.18 

INSTRUCTIONS FOR CLOSING, MAY 10. 

(1.) Follow instructions 1, 2, 3 and 4 for closing January 31, page 76, but before taking the trial 
balance, read the following paragraph. 

261. Condensing Personal Accounts.— In taking the trial balance, write all personal 
accounts (including the private accounts of the partners, but not their proprietary accounts) on a 
separate sheet, entering only the balances. Then add the two columns and enter the debit footing in 
the trial balance (and afterward in the Balance Sheet) as "Personal Accounts Dr.", and the credit 
footing as "Personal Accounts Cr." (See ***Note, and "•&.) 

(2.) Make out a Balance Sheet. If your work is correct, it will show a net gain of $ , 

which should be divided among the partners in the proportions specified in the Articles of Agree- 
ment. (See page 97.) 

(4.) Close Loss and Gain accounts in the Ledger, using the Balance Sheet as a guide. Be careful 
to enter all inventories and to bring them down on the opposite side after the accounts are closed. 

Answer the "Business Man's Questions," page 59, after which you will present your books and 
papers to the teacher for examination. 

Ml. 
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ADJUSTMENT OF INTEREST BETWEEN PARTNERS. 

262. Many bookkeepers after calculating the interest due each partner, debit interest, and 
credit the different partners. While the final results obtained by this method are correct, it burdens 
the interest account with a debit which should not appear there, as that account is intended to repre- 
sent only the interest and discount arising out of the business transacted with others. Therefore, we 
think the following adjustment which obviates this objection, will be preferred by all progressive 
accountants. 

•"^a.JJlzJe. — Find the interest due to, or owned by each partner. Find the difference between 
the total debits and total credits, and divide by the number of partners. The quotient is the average 
amount of interest that is due to or owed by each partner, providing they are equally interested. 
Therefore, the partners whose balances are above the average must be credited, and the partners whose 
balances are below the average must be debited. 

^•*6. When the partners are not equally interested, the difference between the total debits and 
credits is divided in the proportion that each partner is interested, which will give the amount of 
interest that is due or owed by each partner. Those whose balances are above the average must be 
credited and those below the average debited as before. The sum of the differences above the average 
and the sum of the differences below the average will always be equal. 

EXERCISES FOR PRACTICE. 

Ex. 1. A and B are partners. A has interest due him on capital invested, $185. B has interest 
due him on capital invested, $1.15. What is the Journal entry to adjust the matter without passing 
through the interest account? 

Operation. 

A's Int. $185 A Cr. $186—150 Dr.=|85 Cr., i. e., above the average. 

B's '* 115 B Dr. 150— 115Cr.= 85 Dr.. *' below " 



Total Int. 2) 800 
Average Int. 150 



Journal Entry. 

B Dr. $85. 

To A Cr. 85. 



Ex. 2. C, D, and E are equal partners. At the time of closing, there is due C for interest on his 
investment, $83.50, due D, $79.60, due E, $91.80. What is the entry to adjust the matter between the 
partners ? 

Ex. 3. X, Y, and Z are partners. X invested $3000 for 1 year, and afterward drew out $300 for 
6 months. Y invested $3200 for 1 year, and drew out $900 for 8 months. Z invested $2700 for 10 
months and drew out nothing. Required the Journal entry to adjust. 

Ex. 4. A has %, B %, C H interest as partners. A is entitled to $870.50, B to $265.12, and C 
to $220.35 interest, on their investments. Required the entry to adjust. 

Ex. 5. A invested Jan. 1, $10,000, July 1, withdrew $800, and Oct. 1, $350 ; B invested Jan. 1, 
$7000. Mar. 1, $3000, withdrew $6000, and Dec. 1,$500; C invested Jan. 1, $400, Sept. 1. $12,000. 
Withdrew Mar. 1, $11,800, July 1, $1600, Dec. 1, $1300. Each was to receive interest at 6% on the 
capital from the time it was invested. Required the Journal entry to adjust the interest. 

Ex. 6. H. M. Grayson, Earle Winthrop, G. R. Hart, and E. R. Grayson, are partners. H. M. 
Grayson's net capital is $23,946.32 ; Earle Winthrop's net capital is $18,243.41 ; G. R. Hart's net capi- 
tal is $23.711.11 ; E. R. Grayson's net capital is $25,613.88. By agreement between themselves they 
are to pay and receive to each other without passing through the books of the firm, such sums as will 
make them equal partners. Required the Journal entry to adjust the matter between them on the 
firm's books. 

Ex. 7. E, F, and G are partners in a wholesale grocery and commission business, and after they 
close their books they find that Commission Sales account has a credit of $48,500, resulting from the 
partial sales of consignments received for which no Account Sales have been rendered. They also 
find there is $1812 interest due on Bills Receivable, and $280 on Bills Payable. Allowing 2J% com- 
mission on the $48,500 ; what entries shall be made to adjust the commission and interest? 

262-26«b. 



BUSINESS BOOKKEEPING AND PRACTICE. 



lOS 



CONTINUATION OF SET 8 FROM MAY 10. 

The Articles of Agreement between the partners of the firm of H. M. Grayson & Co., have been 
amended as follows : "Instead of H. M. Grayson and Earle Winthrop sharing f of the net capital, 
and E. R. Grayson and G. R. Hart sharing |, it is agreed that each partner shall receive interest at 
the rate of 6% on his capital invested, and be charged at the same rate on all sums withdrawn 
from his investment, and that the partners shall share equally in the gains or losses." 

It has been decided between the partners that, hereafter, all bills purchased are to be paid imme- 
diately upon being received, deducting the discount directly on the bill, and writing a check for the 
net proceeds only. From the stub of the Check-book you will charge Merchandise directly in the 
Cash-book, with the amount of the check. The bills are then filed as heretofore. This will greatly, 
reduce the amount of work required of the bookkeeper. 

NOTB.— This iB frequently done by firaui who have an ample cash capital It Ib the ouBtom of a great many firms, 
whose credit is A 1, to discount aU bills purchased, and if they do not have sufficient cash on hand, they discount their 
Ofwn paper at their bank for short terms of credit. The Invoice-book will be discontinued. 

The firm has entered into an agreement with the Star Flour Mills to market the total product of 
flour manufactured by that mill. H. M. Grayson & Co. are to receive a uniform commission of 10% 
and are to guarantee the payment of all sales made. They also have a uniform credit of 60 days with 
the Star Flour Mills. 

In order to avoid the necessity of special journal entries for each sale, you will rule an extra 
column in your Sales-book, in which you will enter all sales effected for the Star Flour Mills. 
Post the total, at the time of closing, to the credit of Star Flour Mills account. 
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This Ledger shonld be paged and indexed. Each costomer is generally allowed a full page. A line is drawn nnder 
the cents in each amount, so as to distinguish them from the dollars when adding across the page. Nanghts are written 
where there are no cents for the same reason. 

The original form of the Single Entry Ledger is ruled in this style, and is still occasionally found in use, though it 
has generally been superseded by the ordinary Double Entry Ledger. 
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May 11. 

We have drawn at 80 days' sight on Merchants' Supply Co., on %,ioT (425., which we have discounted 

at bank, net proceeds to our credit. 
Sold R. A. Walters, % 60 days: 5 brls. Mess Pork, $11.; 2 boxes Cheese, 182#, 20^; 1460# Butter, 28^; 

4 brls. Flour, $5.00; 2 chests, 140# Japan Tea, 42#. 
Sold Merchants* Supply Co., on % 10 days, 4 boxes Cheese, 240#, 14#; 16 tubs Butter, 900#, 27#; 10 brls. 

Flour, 15.86. 
Received cash for dividend on National Bank Stock, $181.25. 
Sold J. A. Amsbaugh & Co., 91^ 80 days: 100 brls. Mess Pork, $12.50. 
H. M. Grayson withdrew cash for private use, $76. 
Shipped Delaware Commission Co. for our % , 12 brls. Mess Pork, $12. ; 26 brls. Flour, $4.26; 100 bu. 

C. Seed, $8.26 Prepaid freight 1 car load, $82.60. 
Memorandum. Drew a sight draft on Brown & Co. to balance %, and left at bank for collection. 

(Make no entry.) 
Paid our acceptance of the 6th, due to-day. 
Retail Dept., Cash-sales for the day, $286.20. 
Cash-sales 28rd St. Store, $847.21. 

Bought from M. Grace & Co., " terms cash," bill of May 6, $4728.88, less 65^. (C. B. See 2nd para- 
graph, page 108.) 
Bought from Pierce, Leonard & Co. bill of May 8 for 28rd St. Store, $2182.60. Paid in cash, less 

discount H, (C. B.) 
Sold Dilworth Bros., % 80 days: 260 brls. S. M. Flour, $6. (Enter in Special Sales-book.) 
Sold Wm. Wright, % 60 days: 800 brls. S. M. Flour, $4.06. 
Sold Willis Bros. 290 brls. S. M. Flour, $6. 
Paid for repairing wagon and harness, $9.86. 
Received from Merchants' Supply Co. their note at 00 days in full, which we discount at bank. M. S. 

Co. pay us the discount in cash. 
Shipped M. Grace & Co. for sale on commission, 600 brls. S. M. Flour, % and risk of Star Flour Mills. 

Paid freight, $86.60. 
Received from Hamilton & Co. note of R. Morris & Co., dated April 10, at 90 days, $8000., which we 

discount at Bank. By agreement we charge the discount to H. & Co. 
Made draft on Hamilton & Co., at 60 days, for such an amount that when discounted at bank the net 

proceeds would balance their account. 
Paid collection charges, 75#. 
We charge S. F. M. % for delivering flour, $48.60. (J.) 



May 12. 

Sold R. A. Walters 80 brls. Mess Pork, at $12.60, for note at 60 days, which we discount at Bank. 

Paid cash to S. F. Mills to apply on % of sales, $1750. 

Received cash from J. A. Amsbaugh & Co. in settlement of % to May 10. 

Bought in open market for cash: 8600 bu. Wheat, at 80^. 

Merchants' Supply Co. have reported 60# of Butter unsalable, sold them on the 11th. We have given 

them a rebate of 26f per lb. 
H. M. Grayson and Earle Winthrop have each withdrawn from the firm for private investment, 

$2500. 
Sold Chas. P. Wilson & Co., ?g 60 days: 128 brls. S. M. Flour, $5. 
Transferred to 28rd St. Store 8 brls. S. M. Flour, $5. 
Paid C. M. Russell & Co. in full for bill May 2 less 2j^. 
Shipped Nash & Botsford, Liverpool, England, by steamer Neptune, for % of M. Grace & Co. as per 

instructions, 1000 brls. S. M. Flour, $4.90; - - - Paid shipping charges $114.82; Insurance, 

$198.40. 
Cash-sales for the day, $297.88; - - - Cash-sales 23rd St. Store, $312.29; Cash-sales Retail 

Dept., $421.12. 
Dilworth Bros, report 12 brls. S. M. Floiu* below grade and damaged. We allow them a rebate ol 

$1.50 per brl. 
Bought from Reed, Brown & Co., Chicago, % 80 days, A% discount for cash, 1 car load, 450 bu. 

Wheat, 70#. Paid freight on same, $37.20. Remitted check in payment. 
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May 18. 

R. A. Walters has transferred to us, by special endorsement^ draft at 80 days* sight in his favor, 

drawn by J. H. Richards on Holmes & G>., accepted April 26, which we have placed to his 

credit, less discount to maturity, $160. We have discounted the draft at bank, and had proceeds 

credited. 
J. A. Amsbaugh & Co. have returned as unsalable, 1 brl. Mess Pork, purchased May 11, which w 

have credited on their bill, $12.60. 
Paid Woodworth &'Co. balance of % as follows: Draft at 80 days on Henry Smith, which is 

accepted, $160.; draft at 80 days on John Swan & Co., which is accepted, $288.80; draft at 80 days 

on J. A. Amsbaugh & Co. , which is accepted, $1200. For the balance we discount our note at 80 

days at the bank for such an amount that the net proceeds will pay the balance of % and the 

discount on the three drafts to maturity. 
Shipped Beck, Boggs & Co., New York, for sale on commission, 226 brls. S. M. Flour, at $6.60, 

on our own % and risk. 
Charles King's Sons' note, of April 7, which was left at bank for collection, is reported paid. 

Collection charges, 80^. 
Sold J. A. Amsbaugh & Co. on %, 8000# mixed feed, at 2\f. 
Paid clerks' and teamsters' salaries for the week, $180. 
Paid J. W. Haney & Co. for freight and drayage for the week, $24.66. 
By a fire in our store-rooms there was destroyed a quantity of merchandise estimated at $942.60* 

The German Insurance Co. pay us cash in settlement of loss, $876. 

Paid for repairs on wagon, $18; Paid for repairs on 28rd St. Store, $19.12. 

Our teamster reports drayage for 28rd St. Store to date, $87.60. 

£. R. Grayson invests cash, $1800; Paid each partner cash on account of salary, $76. 

Paid taxes on 28rd St. property, $86; On Earle Winthrop's residence, $68.60; Business 

tax, $20. 
Paid for Stamps, Telegrams, Messengers, etc., per Petty Cash-book, $17.98. 
Sold following bills of S. F. M. Flour: S. S. Martin, % 80 days, 800 brls., $4.60. 

Harry Arnold & Co., % 60 days, 480 brls. $4.66; Kennedy & Richards, 60 days, 76 brls., $4.70. 

Johnston & Davis, 80 days, 800 brls., $4.60, Freight prepaid, $486.60. 

Jas. Harris, on %, 6 brls., $6. 
Sold Woodworth & Co., net cash: 800 chests Mixed Teas, 21000#, 40#. 

Sold Hamilton & Co., % 60 days: 760 chests Mixed Teas, 10600#, 40#; 80 sacks R. Coffee, 1800#, 25#. 
Paid cash to Poor-Relief Fund, $100; Cash-sales, per cash-drawer, $671.20. 

May 16. 

Received from Merchants' Supply Co. draft at 90 days, on M. Thomas & Co., for $160, which they 

have paid less discount to maturity. 
Received account sales from G. B. Mason & Co. for shipment of May 6. Net proceeds, $846.60 less 

draft of May 8, received in note at 60 days, dated May 12, which we discount. 
Sold Kennedy & Richards, % 60 days, 800 brls. Mess Pork, $9.80. 
Collected rent due to date on building #408 6th St., $187.60. 

Received account sales in full from Lee Bros. & Co. Net proceeds by draft on New York, $208. 
Sold R. A. Walters on %: 200 bris. Mess Pork, $9.60; 14000# Lard. 74^. 
Sold M. Grace & Co. 800 brls. Flour, at $4.66; 200 bris. Mess Pork, at $9.60. 

Received cash for 8 bris. S. M. Flour, $6; Advanced cash to S. F. Mills on %, $8600. 

Bought following bills: 

Nash & Botsford, 60 days, c/4%, bill of May 11, $8948.60. Remitted our check. 

Reed & Fisher, for acceptance at 4 months, which we discount to maturity, bill of May 9 

$4884.48. 

Gilroy & Co. for 28rd St. Store, less 6J6, bill of May 11, $1921.82. Remitted check. 
Discounted our note for 10 days at bank, $10000. 
The steamer **Letitia" was injured by collision at sea. The total repairs cost $8000 over and above 

the insurance received. We pay ^/lo in cash, $800. 
Geo. R. Hart withdrew cash, $8600. 

Sold Geo. R. Hart for consignment on private %, 200 brls. S. M. Flour, at $4.80. 
Cash-sales per cash drawer, $208.21; Cash-sales Retail Dept., $498.41; Cash-sales 28rd St. 

Store, $486.88. 
Paid cash for 4 show cases, 28rd St. Store, $75. 

Paid for plate glass and setting in front of store, $114., to be credited on our rent. 
Paid rent for April and May, $500, less amt. paid for glass. 
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May 16. 

Received from J. A. Amsbaugh & G>. their draft on Holmes & G>. at 45 days for $500., which is 

accepted. They also remit cash for the discount on this draft to maturity. We discount the 

draft at bank. 
Our draft at sight on Brown & Co. is reported collected by the bank and placed to our credit, less 

35# for collection charges. 
5 tons of Hay were taken for the use of teams, $10.66. 

Sold M. Grace & Co., % 80 days: 1200 bu. Wheat, 06#; 600 bu. Corn, 46#, 2000 bu. Oats, 28#. 
Sold Wm. Hamilton, Fredericksburg, Va., U. S. Ex., C. O. D.: I box fine Candies, at $13.50; 

8 boxes Valencia Raisins, $15. 

Cbarge U. 8. Ex. Co., C. O. D., not Wm. Hamilton. 

When goodB are shipped C. O. D. (collect on delivery), it Is the oustom to charge the Express Company with 

the amount of the bill instead of the party to whom the goods are shipped, because the Express Company 

is responsible to you directly. 

Received from James & Co., Des Moines, la., who are our purchasing agents: Invoice of Wheat, 
Oats and Corn, $8140. We have remitted draft on New York for amount of the bill less 2%, and 
for their commission of ^%. 

Paid freight and drayage on above, $84. 

Paid sundry expenses per Petty Cash-book, $11.88. 

Sold Chas. P. Wilson & Co., )^ 10 days: 800 chests Y. H. Tea, 21000#, at 85#. 

Cash-sales per drawer, $694.50; S. M. F. %, $148.26; Retail Dept., $422.10; 28rd St. Store, $748.64. 

May 17. 

Bought from M. Thomas & Co., their draft on Sheldon & Son at 80 days' sight for $180, less 86 days' 
discount. 

Sold Merchants' Supply Co. on % 45 days: 190 brls. Mess Pork, $12.50. 

Received cash from steamboat " Letitia," net earnings for the last trip, $714. 

Sold J. A. Amsbaugh & Co. for cash: 826 brls. S. M. Flour, at $5.40. 

Cash-sales per cash drawer, $125.12; Retail Dept., $988.70; 28rd St. Store, $406.88. 

Bought from M. Grace & Co. for cash less 4^: 8 bills of May 15, $12842.19. 

Received cash from Henry Smith to balance % . 

Paid Freight bills to date, $184.60, $84.12 of which are for 28rd St. Store. 

Received cash, $1960, from M. Grace & Co., to apply on %, less 2fl. 

Wells & Ray instruct us to ship for their account by steamer "Letitia," to Danvers & Grayson, 
Liverpool, Eng., prepaying freight and insurance: 2000 brls. S. M. Flour, at $4.95. We pay 
Freight, $486.80; Insurance, $97.88. Our charge for drayage to boat is $76. They have given us 
their note at 60 days for the amount of the bill, with interest included in its face, which we discount 
at bank. 

May 18. 

Sold J. A. Amsbaugh & Co., % 60 days: 45 brls. Sugar, 8000#, 8f; 800 brls. Apples, $8; 65 tons 

Hay, $10.65. 
Cash-sales, wholesale, $848.98; S. F.U.%, $215.60. 
Paid cash for repairing sign, $85; for bill heads, envelopes, etc., $16.50. 
Paid for cooperage on flour shipped Danvers & Grayson, $12.60. 
Bought from Lewis Bros., Havana, Cuba, invoice of Key West Cigars, $1468.50. Paid Custom House 

duties, $245.85; Freight, $17. Remitted them New York draft in full. 

Cash-sales Retail Dept.', $209.60; 28rd St Store, $514.78. 

The Hotel Wilson has failed and paid us 50^^ on note of May 6th. The balance is lost. 
Received cash from J. A. Amsbaugh & Co., to balance %. 

May 19. 

100 bu. Corn, 87^^; and 500# Rye Chop, 2f , were taken for the use of horses. 

Sold Swan & Co., % 10 days: 10 brls. N. O. Molasses, 490 gals. 80#; 100 bu. Beans, $1.90; 10 brls. 
Flour, $6.05. 

Received cash from U. S. Ex. Co. for goods shipped C. O. D. on 16th. 

Bought Mdse. from Nash & Botsford, for cash, less 85^, $9854.98. 

Received Account Sales of consignment of S. M. Flom*, shipped May 11, to M. Grace & Co., net pro- 
ceeds we charge to their %, $2941.92. 

Sold Kennedy & Richards, % 80 days: 850 brls. S. M. Flour, $4.80. 

Sold M. Grace & Co., % 60 days: 200 brls. M. Pork, $ll.m); 3000 bu. Wheat. 95^; 4000 bu. 
Corn, 40#. 
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May 19, CoNTiNxncD. 

J. A. Amsbaugh & Co. pay their note of March 17 with interest to date. They also pay their note 
of May 9, less discount to maturity. 

Geo. R. Hart has purchased the entire stock of the 28rd St. Store at Inventory price, and will here- 
after conduct it as a private business, still retaining an interest with H. M. Grayson & Co. without 
salary. The amount of the Inventory is $4106.14, which is to be charged to his partner %, His 
salary to date' is $180. 

Received Account Sales from M. Grace & Co. of shipment to them on April 16. Net proceeds 
received in cash, $1812.10. Also their check on %, $2500. 

Jas. Harris has failed in business. We have lost his account as he is entirely insolvent. 

Cash-sales Retail Dept., $1001.98; Cash-sales 28rd St. Store, $184.60. 

May 20. 

Received account sales from Delaware Com. Co., net proceeds $784.16, for which they send us draft 

at 80 days' sight on J. A. Amsbaugh & Co., which we have charged to their account. 
Credit H. M. Grayson and Earle Winthrop each, % of Salary, $200. £. R. Grayson, $160. 
Calculate the interest due and owed by each partner, and make proper entry to adjust the matter 

without passing through the Interest account. 
The debits or credits arising out of the entry adjusting interest between the partners may be posted 

to the partner account or private account of each proprietor as he may desire. In this set we have 

carried the items to the private accounts. 

INSTRUCTIONS FOR CLOSING, MAY 20. 

After you have entered and posted the transactions, filed the business papers, checked the Bill- 
booksy ruled the accounts that balance, and taken a trial balance according to instructions 1, 2, 3 and 
4 for closing: January 31, page 76, you may make out a Balance Sheet, and close the Ledger, first 
reading the following paragraphs : 

Enter the personal accounts on a separate sheet, as you were instructed for May 10. 

If your work is correct the Balance Sheet will show a net gain of which is to be divided 

among the partners as per agreement. 

Your attention is especially called to the Inventory of 1% allowed on the total balances due the 
firm on personal accounts. This 1% off is not intended to apply to any particular account, but to the 
accounts in general, as every conservative firm expects to lose some portion of its outstanding accounts. 

What this per cent, should be is determined by the proprietors, usually from past experience. 

When an individual account cannot be collected, or the financial condition of the person or firm 
is such as to make his account doubtful, it may be also treated in this way. A statement should be 
prepared taking all such accounts as may appear on your Ledger, and some percentage of the total 
footing as may be deemed advisable may be entered as a liability inventory in the Loss and Gain 
account when the Ledger is closed.'*' This statement should be filed with the Balance Sheet. 

In this way a conservative estimate of the actual resources may be secured without in any way 
disturbing the different personal accounts. When an account cannot be collected, and is finally dis- 
posed of, it should be closed directly into the Loss and Gain account. 

Inventories, May 20. 

Furniture and Fixtures 10% off for depreciation. 

Freight account (freight bills unpaid) $ 81.22 

Commission 105f on our total sales for Star Flour Mills, earned and not 

entered, 8591.08 

Bank Stock has increased 1 % in value. 

Horses and Wagon account : allow 6 % off for depreciation by wear and 

tear. 

28rd St. Property, 7500. 

Building and Lot, 408 6th Street, 16000. 

Steamer Letitia, 12600. 

*Loss and Gain 1^ on Personal Accounts Dr. (except G. R. Hart's private % ) 572.34 

Rent prepaid to June 1, 88.33 

Merchandise, 4600. 

*The Inventory indicated above is entered after all other accounts showing losses and gains having been trans- 
ferred and Just prior to closing the L. A G. into the jMirtner's account. The Inventory is brought down on the opposite 
(credit) side of the account after it is closed. 
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ADJUSTMENT OF LOSSES AND GAINS, INVESTMENTS, ETC., BETWEEN PARTNERS. 

The following exercises or problems, as well as all others given you in this book, are similar to 
those that have been submitted to us as expert accountants by firms, partnerships, etc. Many more 
that are much more intricate and perplexing could be given. 

Follow the Rule given for Adjustment of Interest between Partners, page 102, and apply the 
General Law to such cases as are not covered by the rule. 

1. J. A. Amsbaugh and F. H. Doughty are equal partners. Doughty retires from the firm, and an 
adjustment is required. The partners' accounts stand as follows : Amsbaugh, debtor, $6100, credit, 
$8100 ; Doughty, debtor, $5100, credit, $7800. They divide their resources and liabilities as follows: 
Cash, which Doughty takes to his account, $4400; Bills Receivable, which he also takes to his 
account, $3700; merchandise on hand, which Amsbaugh takes to his account, $5600; they owe on 
notes which he assumes, $2200 ; Personal accounts receivable, on which he is allowed a discount of 
105^ for bad debts, $6800; Personal accounts payable, which he assumes, $1100. The total net 
credit of Loss and Gain %, after all L. and G. accts. are closed, is $12000. Required, which partner is 
indebted to the other, and what amount, with Balance Sheet. Ans. A. Dr. to D. $285. 

2. A and B are equal partners. They wish to dissolve partnership and divide their resources 
and liabilities between them. The Ledger accounts stand as follows : A is debtor $1300, credit 
$4500 ; B is debtor $1425, credit $4500. Expense, debtor $1350, credit $1617 ; Merchandise, debtor 
$23400, credit $22950. Inventory, which B takes to his account, $4650 ; cash on hand, which A 
takes to his account, $1395 ; Bills Receivable, which A takes, $5051 ; Accounts Receivable, which B 
takes to his account, being allowed a discount of 16^ for bad debts, $2347 ; Accounts Payable, 
which B assumes, $1985 ; Store and Lot, which A takes to his account, $2450 ; Bills Payable, out- 
standing, which A assumes, $1133. Commission % is credited $2033. Required, the amount one 
must pay the other in cash, and the entry for the same on the firm's books. 

3. J. A. Amsbaugh is an owner of a steel works ; the plant, machinery, etc., belonging to the 
works are worth $75000, which is placed to the credit of his capital account in the set of double 
entry books. He agrees to admit as equal partners, without taking any inventory or closing the 
books, M. Grace and Earle Winthrop, upon their paying into the firm $25000 each in cash, and 
paying him a bonus of $20000 each in cash. Required, the Journal entry for admitting the new 
partners. 

4. A and B are proprietors of a coke-plant. A has $38000 and B $38000 to the credit of their 
stock accounts. The good will of the firm is valued at $15000. They agree to admit C and D as 
equal partners upon the payment of such a sum to the old partners as will entitle each of the four 
partners to a ^ interest in the business. Required, the Journal entry in the firm's books. 

5. G, H, and I are partners sharing in proportion to their respective investments. G has 
$13860 invested, H $24630, and I $17500. J was admitted upon paying into the firm such a sum as 
would entitle him to a ^ interest. G, H, and I are to pay and receive such sums among them as will 
make each an equal \ partner. Required, the Journal entry in the firm's books and in the private 
books of each partner. 

6. R's net capital is $1500. He has a note outstanding of $1500. He agrees to admit S as 
a f partner upon his lifting the note of $1500. Required, the Journal entry in the firm's books. 

7. W. H. Manning and J. C. Blair are partners in the iron business. The Ledger accounts stand 
as follows : W. H. Manning debtor, June 1. $400; Sept. 1, $1800; credit, Jan. 1, $13400. J. C. 
Blair debtor, Aug. 1, $390; April 1, $1650; credit, Jan. 1, $15200. Machinery account debtor 
$9980, present worth 2% off; Nail Dept. account debtor $33960, credit $35860, nail wrought iron 
on hand $5390 ; General Merchandise Iron account debtor $12300, credit $8900, Inventory $8130 ; 
Expense $3830 ; Carbon Steel Co. Consignment of Pig Iron account debtor $918, credit $4875, Com- 
mission 5^ on sales earned and not entered ; Commission account credit $714 ; Interest account 
debtor $56, credit $200. Interest due us on notes not entered $34 ; Personal accounts debtor $8410 ; 
Cash $4030, Bills Receivable debtor $300, Worthless note on hand $165. W. H. Manning's per- 
sonal account debtor $1130. 
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Manning is to have 10% of the net gain from the Nail Department, and J. C. Blair is to have 
10% of the net profit from the General Merchandise account and 5% of all commissions earned on 
sales for tlie Carbon Steel Co. After their private accounts have been credited with these amounts 
they are to share in gains and losses equally, and receive interest on their net investment, paying a 
like rate on the sums withdrawn. 

They wish to admit H. M. Grayson as a partner. He is to pay into the firm such a sum as 
will entitle him to a ^interest in the new firm. Each partner's net investment is to be the same. 
The good will of the old firm is estimated at $7000. Required, first, the adjustment of interest 
between the partners without passing through the Interest accounts ; second, the Balance Sheet show- 
ing the net capital of the partners ; third, the Journal entry for the admission of the new partner ; 
fourth, the amount Manning must pay Blair so that their capitals shall be equal, and the Journal entry 
to adjust. 

INSTRUCTIONS FOR CONTINUING SET, MAY 20. 

By agreement between the partners, they are to pay to each other out of their private funds, with- 
out passing through the firm's books, such sums as will make each partner's net capital equal one- 
fourth of the total present net capital. They will then share in gains and losses equally. 

In addition to his salary, E. R. Grayson is to receive a special commission of 1% on the total sales 
of the Retail Department. 

H. M. Grayson and Earle Winthrop are to divide equally 3% of the commission earned on sales 
for the account of the Star Flour Mills. They are also to divide 1% of the net profits on the sales of 
merchandise. These special gains are to be credited to the partner's private accounts. (See ^^^c, 
page 85.) 

NOTB.— In order to Moertaln the gross sales of the Retail Department, open a special aooonnt under that heading, 
to which yon will post all sales made from that department. This aooonnt wiU close into the merchandise acoonnt 
before the inventory is entered. 

MEMORANDA (SET 8. Continued). 

The partners have paid to, and received from each other such amounts as make them equal 
partners in the business, with net credits aggregating their present total net capital. Make the proper 
entry to adjust the matter. 
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May 22. 

Received cash from Merchants' Supply Co. in full of account to May 16th. 

Received from M. Grace & Co., New York, to apply on account, $1000. 

Received cash from Kennedy & Richards for bills of May 18th and 15th, less 1%. 

Bought from H. M. Danvers & Co. for cash, less 2%, invoice of May 16th, foreign Fruits, |264t.06. 

Bought from Grace & Co. for cash, less 4%, invoice of May 18th, $1796.99. 

Sold Hamilton & Co., terms cash, less 2%, n/so; 288 Chests mixed Tea, 16800#, 80#; 1 car load 

(270 bunches) of Bananas, @ $1.50 a bunch. 
Sold Kennedy & Richards: 112 brls. Mess Pork, $10.50; 8600# S. C. Hams, 121#; 4500# I^rd. 8#. 
Received from G. R. Hart cash to t>alance his private account. 
Cash-sales, Retail Dept., $1116.11. 

Sold M. Grace & Co., accbunt 80 days; 250 brls. S. M. Flour, $4.90; Prepaid Frt., $112.50. 
Our horse, "John," died of the colic. Paid fall master for his services in removing the carcass, $5. 
Paid for sorrel horse, ''Charlie," to replace "John," $175. 
Sold for cash 25 shares of Bank Stock, ® $55 a share. 
Paid salaries of employees to date, $214. 
Received cash from G. R. Hart for rent of 28rd St. Property to June 1, $85. 

May 28. 

Sold Building and Lot, #408 6th St., to a number of. gentlemen who have formed a Joint Stock Co., 
known as the Grayson Building Co., who propose to build a large office-building. We have 
received in payment 200 shares of the stock of the new company at $100 per share. 

John Swan & Co. present order on Earle Winthrop for lawn-mower, purchased by Winthrop, 
which we pay and charge to his account, $14. 

Paid cash to S. F. Mills, on account, $4250.; Cash-sales, Retail Dept., $720.12. 
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May 23, Continued. 

Received from Woodworth & Co., on account, their note at 60 days, which we discount at bank 
$1600. 

Discounted at bank draft on Sheldon & Co., received May 17th. Also note of J. A. Amsbaugh & Co.', 
received April 24th. 

May 24. 

Sold C. M. Russell & Co., terms cash, less 8%: 20 brls. M. Pork, $9.45; 93 Chests Y. H. Tea, 

6610#, 86#. 
Cash-sales, Retail Dept., $945.12. 
Sold Wells & Ray; 1000 brls. S. M. Flour, $4.60, account 60 days. They have remitted us their 

note at 60 days, in part payment $8000, which we discount at bank. 

May 25. 

Received Account Sales of Shipment to Beck, Boggs & Co., May 13. Net proceeds received in note 
at 30 days, which we discount at bank, $1136. 

Paid cash to S. F. Mills, $3760; Cash-sales, Retail Dept., $847.85. 

Sold by auction for cash, a quantity of goods slightly damaged, $1760. Paid auctioneer's com- 
mission of 2%. 

May 26. 

Received cash from Hamilton & Co., for bill of May 13, less 1%. 
Received cash from R. A. Walters, in full of account to May 15th. 
Cash-sales, Retail Dept., $875.36. 

May 27. 

Received from M. Grace & Co. their draft on H. M. Danvers & Co., at 60 days, for $2412.20, which 

Danvers & Co. prepay, less discount 
Received cash in full from Chas. P. Wilson & Co., less 1%; - - - Paid freight bills, $33.10. 

May 28. 

Our note of April 24th, in favor of J. A. Amsbaugh & Co., is due to-day. We credit it to their 
account. 

For accommodation of bank which is short of cash we prepay our two notes of May 13th and 15th, lest 

discount to maturity. 
Cash-sales, Retail Dept., $885.34. 
Received cash for Coleman & Rogers' note, due to-day, $75. We also discount Mercer & Co.'s 

acceptance at bank. 

Sold G. R. Hart on %: 30 bis. Flour, $4.50; 10 Ch. 700# Mixed Tea, 40^; 5 brls., 1500# G. 
Sugar, 4#. 

Shipped Beresford & Co., Paris, for account of M. Grace & Co.: 3000 brls. S. M. Flour, at $4.60. 

Paid shipping charges, $437.21; Paid Salaries to date, $217.50. 

Paid H. M. Grayson, $160; E. R. Grayson, $85; and Earle Winthrop, $115. 



May 29. 

Sold Harry Arnold & Co., % 30 days, c/2 %: 24 brls. Apples, $3; 2 brls. M. Pork, $12; 16 bis. 

Sugar, 4810^, 4X^; 2 brls. M. Beef, $12.50; 3 cases Eggs 330 doz., 15f; also 180 brls. S. M. 

Flour, $4.75. 
We have been instructed by Wells & Ray to duplicate their order of May 17. We do so, charging 

them at the rate of $4.70 per brl. We prepaid Freight and paid Insurance in cash, $516.34; Our drayage 

charges, $75. 
Received cash from Dilworth Bros, in full; also from S. S. Martin & Co., less 1%. 
We receive from Willis Bros., in settlement of bill of May, H. M. Grayson & Co.'s draft on 

Nash & Botsford, New York, for $1600, which we discount at bank for 49 days. We credit 

Willis Bros, with the net proceeds and pay the difference in cash. 
Cash-sales, Retail Dept., $1346.54. 
Sold Johnston & Davis: 300 brls. M. Pork, $12.20. Paid cooperage, $37. We receive from them 

invoice of May 26, $14960.90, which we credit to their account. 
Received cash from Wm. Wright in full, 
R. A. Walters paid his bill of May 15, less 2%. 
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May 81. 

Received cash from John Swan & Co. in full. 

Received cash from Woodworth & Co. in full, with interest on $6900 for 17 days. 

Paid S. F. Mills on account, $20000; Credit each partner with salary to May 81st. 

Cash-sales, Retail Dept., $856.89. 

Rendered Account Sales of Flour sold for account of the Star Flour Mills : Total sales, $....; 

Charges posted, $....; Our commission, at lOf^, $....; Cash advanced, $....; Balance due 

them, $ . . . . 
Make proper entry, debiting them with the commission. 

INSTRUCTIONS FOR CLOSING, MAY 81. 

After following: instructions 1, 2, and 3, page 76, preparatory to closing: the Ledger, take a 
trial balance. If you find it correct, then close the Freight and Merchandise Discount accounts 
into Merchandise. 

You are now ready to calculate and make Journal entries to adjust the special commissions 
which each partner is to receive for special attention given to certain departments, as indicated in 
the instructions for continuing the set, May 20. (Credit the partners in their private ^.) 

First, foot and transfer the credit of Retail Department account to Merchandise; then calcu- 
late the commission due E. R. Grayson, and make the proper Journal entry, debiting Mdse. (see 
87), and crediting Grayson. 

Next, calculate the commission due H. M. Grayson and Earle Winthrop earned on the sales 
of flour. This commission is calculated only on the sales since May 20. Make the proper Journal 
entry to adjust, debiting Commission. You will then calculate their special net profit arising from 
the sales of Merchandise, and make the proper Journal entry to adjust, debiting Loss and Gain, 
and crediting Winthrop and H. M. Grayson. 

You are now ready to post the special adjusting entries and to make out a Balance Sheet 
in the usual way, which you will proceed to do. If your work is correct, the Balance Sheet will 
show a net gain of $ which, according to agreement, is to be divided equally. 

Note.— In large conoemi, where each partner has charge of and gives his special attention to a distinct department, 
it is not nnnsoai for that partner to receive a special percentage of the profits of that department, as has been indicated 
in the above dosing. 

Close the Ledger, using your Balance Sheet as a guide. In closing such accounts as "Steamer 
Letitia" and "Grayson Building Stock," that have the same inventories as at the previous closing, 
and have received no entries since the last closing, it is not necessary to make any entry at all, as 
the account simply remains in its present condition. 

When you have completed your work up to this point, present all your business papers and 
books to the teacher for examination. 

Inventories. 

Furniture and Fixtures $228.59 

Bank Stock, 76 shares, at $56, 4126. 

Horse and Wagon % , 1050. 

Steamer "Letitia," 12600. 

Merchandise, 7314.65 

Grayson Building Co. Stock, 20000. 

Twenty-third Street Property, 7500. 
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SYSTEMS OF BOOKKEEPING. 

!362i. In the work of the preceding sets, you have been using what is known as the Double 
Entry system of bookkeeping. By this system the books are made to show the double effect of 
each transaction, — ^the debit effect and the credit effect npon the accounts kept with persons., prop* 
erty, or senrices, — ^that is, there are one or more debits and one or more credits in every transaction; 
and, by the unchangeable principles of debit and credit based upon the General Law (64-67), these 
two effects (the sum of the debits and credits) are always found to be equaL 

863. There is another system of bookkeeping known as Single Exitry. The name **Singk 
Entry" implies that each transaction has only a single effect, — ^that is, a debit effect or a credit 
effect. In other words, there is only a single debit or a single credit without any corresponding 
opposite entry. 

*"& By this system, accounts are kept in the Ledger with persons only, whereas in Double Entry, 
accounts are kept with persons, property, uses, and servicer 

^^b. From this it will be seen that in Single Entry, accounts being kept with persons only, it is 
impossible to ascertain the sources of gains or losses in detail, and for this reason it is seldom used, 
though formerly it was very much in vogue. 

^a The net loss or gain is found by taking the difference between the total resources and 
liabilities. If the net capital of the proprietor, i. e., the difference between the resources and liabil- 
ities, is greater than at the time of the last closing, the difference is the net gain ; if less, the differ- 
ence is the net loss. 

^^d. If there has been an increase in the net resources or a decrease in the net liabilities^ it 
represents a gain. If there has been a decrease in the net resources or increase in the net liabili- 
ties, it represents a loss. (See 178-182. ) 

"^ Accounts are sometimes kept with expenses, merchandise, property, eta, but to this extent 
it is Double Entry bookkeeping. 

264. The preference for Double Entry over Single Entry is due to the fact that it furnishes 
more general and complete information regarding the business, the sources of outlay, as well as the 
sources of income, as shown by Merchandise, Property, and other loss and gain accounts. ^Thile 
the resources and liabilities, and the net result of a business (as shown in the net loss or gain) and 
hence, also the proprietor's net capital or net insolvency at closing, may be found at any time as 
readily by Single Entry as by Double Entry, no itemized account of gains and losses can be had 

Besides this, the opportunities for error and fraud are so greatly increased, and the very informa- 
tion which is most important to the business man in safely conducting his business (as shown in the 
facts to be gathered from loss and gain accounts) is so much obscured that Single Entry bookkeep- 
ing as a system must ordinarily be discarded by the judicious business man. 

SET 4. 
SINGLE ENTBY BOOKKEEPING. 

The purpose of this set is partly to show how books are kept by Single Entry, but mere 
especially to show how to change books from Single Entry to Double Entry. 

265. The books used in Single Entry are the Day-bookj Cash-book, and Ledger. Th« 
Oash-book is an auxiliary book, kept merely for the purpose of recor^ng the receipts and payments 
of cash, and to prove *the cash on hand. ^Other auxiliary books, such as the Bill-books, Invoice- 
book, Order-book, Sales-book, etc., may be kept when the needs of the business require them, but 
all postings in pure Single Entry are made from the Day-book. When postings are made directly 
from the auxiliary books, it is an approach to Double Entry bookkeeping. 

267* The Single Entry Gash-book may be used as a book of original entry, in which case all cmL 
received and paid on personal acconnts wonld be posted directly to the Ledger (as in Double Entry) and, 
consequently, there would be no need of entering these items in the Day-book. We indicate in the Cash-book 
shown, the entries that wonld be posted direct to the Ledger by giving the Ledger-page. Those that are not 
posted are indicated by a check (\/). Yon will observe in the form of the Day-book shown, a cross (x) in 
front of those entries that would be omitted in the Day-book when the Gash-book is used as a principal book 
and posting-medium. The Gash-book is balanced daily, weekly, or monthly, but should be proven daily, 

2esi-se7. 
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S68. The form of the Day-book and the Cash-book is that of an ordinary two-column Journal. 
In the Cash-book the left-hand money-column is used for receipts, the right-hand column for payments 
of cash. In the Day-book the left-hand money-column is used for items, and the right-hand column 
for extensions of totals. • 

269. When a debit or a credit consists of but one entry, it is written only in the right-hand 
colamn. You will observe that the Day-book is practically the same as the Blotter shown on page 55, 
the only difference being that the abbreviations Dr. and Cr. are used to show when persons are debited 
or credited. 

270. When the Cash-book is made a principal book and used as a posting-medium (see 267), the 
abbreviations Dr. and Cr. should be used there also, or, what is preferable, the ordinary form of the Double 
Entry Cash-book may be used and such items as affect personal accounts or any other accounts that may 
be kept, are posted directly to the Ledger. The form of the Cash-book here shown, while distinctly Single 
Entry style, is seldom used, as the Double Entry form is generally preferred. 

For the purpose of illustrating the Single Entry Gash-book and Day-book, the transactions for the 
first day of this set are entered here as they would appear when written up in these books. The 
Ledger is the same as that used in Double Entry, except that the center column form is used. For 
explanation, see page 120. 

INTRODUCTION TO SET 4. 

George R. Hart, desiring to secure your services in his store on 23rd St., makes you an offer 
which you decide to accept, consequently you resign your position as bookkeeper for H. M. Orayson 
& Co. You are to invest $2200 cash, and become a partner with Mr. Hart, the style of the firm to 
be George R. Hart & Co. In consideration of this investment and your services as cashier and 
bookkeeper, you are to receive one-third of the profits of the business. 

Mr. Hart has been conducting the business largely on a cash basis, extending credit to a limited 
list of customers, who for convenience pay their bills weekly or monthly. The following statement 
made by Mr. Hart from his old Ledger, May 31, shows the resources and liabilities at that date. 



STATEMENT OF RESOURCES AND LIABILITIES. 
May 31, Geo. R. Hart. 

Besoureeg, 

Merchandise (Inventory), $4000. 

Furniture and Fixtures (Inventory), 150. 

Cash (per Cash-book), 586.94 

Personal Accounts Receivable (per Ledger) : 

Mrs. James Hamilton, $123.07 

The Press Club, 195.61 

Fredonia Hotel, 234.83 

553.51 

Total Resources, 5290.45 

Liahilities, 

Personal Accounts Payable (per Ledger) : 

H. M. Grayson A Co., 475. 

S. S. Martin & Co., 143.50 

M. Grace & Co., 271.35 

Total Liabilities, 889.85 

Net Capital (May 31), Geo. R. Hart, 4400.60 

Investment (May 19), 4106.14 

Net Gain, 294.46 

268«970. 
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INSTRUCTIONS FOR OPENING SINGLE ENTRY BOOKS. 

Mr. Hart has been keeping the accounts in the old books furnished by H. M. Grayson & Co., 
from which statement (May 31, page 113) was made. You will now open a new set of books, using the 
Cash-book, Day-book, and Ledger. 

This being a retail grocery business, an Order-book may be kept, in which are entered all orders 
received for goods to be delivered. When they are paid for at the time of ordering, the word "Paid" is 
written on the margin of the order, and the money placed in the cash-register or drawer. When bought 
on account, the entry is made from the Order-book into the Day-book, as shown. 

Make the opening entry in the Day-book as shown in the model below. The form of the Cash- 
book and Order-book is also given you on page 115. Trace each transaction from the Business 
Memoranda to the book in which it is entered and observe the form in which each entry is made. 

Open Geo. R. Hart's account at the top of the first vacant page in the Ledger, in which he will be 
credited for his net capital. Reserve the lower half of the page for your own account. Allow one- 
third page each for personal accounts. 

Four days' business will be written up in the Single Entry Books, after which they will be changed 
to Double Entry. You must understand that such changes do not occur so frequently in business, but 
the set is given only for the purpose of illustrating the opening, keeping, and closing of a Single Entry 
Bet of books, and changing them to Double Entry. 

SmGLE ENTRY DAY-BOOK. JuNE 1 , 





L. F. 


Resources, 
















* 
* 
* 


Merchandise, Inventory, 
Furniture and Fixtures, Inventory, 
Cash, Per Cash-book, 
Mrs. James Hamilton, 1^116 Park Ave., 
The Press Club, #4 Printer's Row, 
Fredonia Hotel, 

LiaMlities, 


Dr. 
Dr. 
Dr. 


4000 
150 
586 
123 
195 
234 


94 
07 
61 
83 


5290 


45 












X 


H. M Grayson & Co., 

S. S. Martin & Co., Liberty St., 

M. Grace & Co., New York, 

Geo. R. Hart, Net Capital, 

(Student), 

For Cash invested. 


Cr. 
Cr. 
Cr. 

Cr. 
Cr. 


475 
143 
271 


50 
•35 


889 


85 
60 








4400 




See 277 


2200 








Harold Wayne, New York, 

Bill of May 30, %o, %o, "/eo. 


Cr. 






57 


60 








Mrs. Chas. Johnston, #16 Oak St., 
25# G. Sugar, 
1 brl. W. P. Flour, 
10# Java Coffee, 


Dr. 
33^ 


1 
6 
3 


26 
25 
30 


9 

1 


80 








Mrs. Jas. Hamilton, 
10# A Sugar, 
2 sacks Flour, 
5 gals. Oil, 
7i# D. Butter, 


Dr. 

4if 

1.25 

9^ 

28^ 


2 
2 


45 
50 
45 
10 


5 


50 








The Press Club, 

2 doz. Spring Chickens, 


Dr. 
4.25 






8 


50 

1 


• 


Cash item 
only 


X 


Mrs. Jas. Hamilton, 
Cash on % , 
Note at 30 days, 


Cr. 


25 
100 




125 


1 

1 






X 


Fredonia Hotel, 
Cash in full. 


Cr. 






234 


83 






X 


The Press Club, 

Cash in full to June 1. 


Cr. 






19r> 


01 






X 


H. M. Grayson & Co., 

Cash for Invoice of May 30, less 3%, 


Dr. 






271 


35 





♦Note.— As accounts are opened in the Ledger with persons only, the first three items in the ojienlng entry, June 1, 
«rp not posted. 
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SINGLE] ENTRY CASH-BOOK. 



Cash. 





L. F. 














June 1 


* 


Balance on hand, 


1 


586 


94 








1 


(Student), 


Investment, i 


. 2200 










118 


Mi*s. J as. Hamilton, 


On%, 


25 








See 267 


V 


Expense, 


One month's rent. 






100 






119 


Fredonia Hotel, 


In full to date. 


234 


83 








V 


Mdse., 


25# D. Butter, at 22*, 






o 


50 




120 


The Press Club, 


% to June I, 


195 


61 1 








25 


H. M. Grayson & Co., 


Bill May 30, less 3 ^r, 






263 


21 




V 


Mdse.y 


Cash-sales, 


237 


55 








V 


Horses and Wagon, 


Paid in cash. 






460 




2 


26 


S. S. Martin & Co., 


In full of %, 






143 


50 




V 


Mdse., 


Cash-sales, 


435 


60 








V 


Expense, 


Delivering goods, 






7 


65 


4 


27 


Harold Wayne, 


In full bill June 1, less G'^r, 




1 


54 


14 




V 


Expense, 


Hay and Feed, 




1 


9 


50 




V 


Mdse., 


Cash-sales, 


312 


33 








V 


Expense, 


Freight and Dray age, 






13 


12 


5 


121 


Mrs. Chas. Johnston, 


In full, 


21 


64 








119 


Fredonia Hotel, 


(( n 


107 


90 








120 


The Press Club, 


it it 


20 


08 








118 


Mrs. Jas. Hamilton, 


a n 


19 


55 








122 


Mrs. Marje Grace, 


a it 


2 


27 








\^ 


Expense, 


Paid Janitor, 






5 






V 


t< 


Stamps, 








50 




« 


Balance, 






30 
18 


3337 


18 




4399 
3337 


4399 


30 




Balance, 


%j^j 









*As instructed in 267, the items which have the Ledger pages inserted are those which are posted when the Cash- 
book is used as a posting-medium. The others do not affect personal accounts and are therefore not posted. When this 
book is not used as a i>osting-medium the L. F. column is left vacant or the dates may be inserted. 



ORDER-BOOK.— SINGLE ENTRY. 



/ 






'^V 



;v 



/^ 



.^" ^' 



/ 



June 1, 



♦- 



Mrs. Chas. Johnston, 
25^ G. Sugar, 

1 brl. Flour, 

10 lbs. Java Coffee, 

Mrs. Jas. Hamiltouy #116 Park Ave., 
10^ A. Sugar, 

2 sacks Flour, 
7i# D. Butter, 
5 gals. C. Oily 

James E. Brady, 38 Wood St., 

1 brl. Flour, 
18# G. Sugar, 

2 gals. Molasses, 
5# Butt«r, 

The Press Club, ^ Printers Row, 

2 doz. Spring Chickens, 

Mrs, J. A. Dumay, #118 Western Ave., 
1 box Baisins, 
1 pk. Pears, 
4 Pine Apples, 
4 Spring Chickens, 

3 doz. Oranges, 



.05 
.33 

.04} 
1.25 
.28 
.09 



.35 
.30 

4.25 



.09 
.45 
.20 



1 


25 




5 


25 




3 


30 
45 


9 


2 


50 




2 


10 






45 


5 


6 


25 




1 


00 
70 




1 


50 


8 

8 


1 


50 
25 
36 




1 


80 






60 


4 



80 



50 



45 



o 







5J 



Note.— The check marks in the left-hand column are placed there when the order is charged in the Day-book to 
show it his baen entered. The word '* Paid " is written when the cash is received at the time the order is taken, or any 
lime thereafter before the entry has been transferred to the Day-book. 
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271. The same principles of debit and credit apply in Single Entry as in Double Entry, except 
that only those goTeming personal accounts and cash are involved. ^ All transactions in which a 
personal account is to be either debited or credited must be entered in the Day-book, and all those 
in which cash is received or paid must be entered in the Cash-book. '^For those who are already 
familiar with journalizing by Double Entry, in order to determine where and how a transaction 
should be entered, the best plan is to select the debits and credits by Double Entry mentally. If 
any personal account is debited or credited, it requires a Day-book entry. If Cash is debited or 
credited, it requires a Cash-book entry. 

All posting in this set is done from the Day-book. Post, each day's business separately. Such 
explanations may be entered in the Ledger accounts as may seem necessary. For instance, in 
posting Harold Wayne's credit, the terms of the bill may be placed in the explanation-column. 

Single Entry bookkeeping is so simple that the instructions and transactions given here are 
deemed sufficient to give a thorough understanding of the subject 

BUSINIESS MSMORAinDA. 



June 1, (Student) invests cash, $2200. (C. B. &D. B.) 
Invoice received : 

Harold Wayne, New York, May 30, $57.60; 
terms Vw , Vao » "/« • (D. B.) 
Sales on % from Order-book : 

Mrs. Chas. Johnston, # 16 Oak St. : 

25# G. Sugar, @ 6<^ ; 1 brl. W. P. Flour, 
95.25 ; 10# Java Coffee, @ 33<^. (D. B.) 

Mrs. Jas. Hamilton : 

10# A Sugar, @ 4i<^ ; 2 sacks Flour, @ 
SI. 25 ; 5 gals. C. Oil, @ 9<^ ; ?(# D. Batter, 
@28<^. (D. B.) 

The Press Club : 

2 doz. Spring Chickens, $4.25. (D. B.) 
Beoeived cash from Mrs. Hamilton on %, $25. 

(0. B. & D. B.) Note at 80 days, $100. 

(D. B. only.) 
Paid one month's rent in advance, $100. (C. 
I B. only.) 

Beoeived from Fredonia Hotel check in full 

of % to date. (C. B. ft D. B.) 
Paid cash for 25# Dairy Butter, @ 22^. 

(0. B.) 
Beoeived check from Treasurer of The Press 

Club to balance % to June 1, $195.61. (C. 

B. k D. B.) 
*Sent H. M. Qrayson k Co. check for invoice 

of May 30, ($271.85), less ^% cash discount. 

(0. B. ft D. B.) 
Cash-sales to-day, $287.55. (C. B.) 
Bought Horses and Wagon, $460. (C. B.) 

June 2, Sales on % from Order-book : 
The Press Club : 

10# Mixed Tea, @ 65^^ ; 9 cakes of Yeast, 
@ 2<^ ; 1 box of Honey, 20<r ; 15# Butter, 
(^ 22^ ; 4 lbs. Baisins, ® 10<r ; 18# G. 
Sugar, $1. 

Mrs. Chas. Johnston : 
8t Grapes, @ 10<^ ; 10 gals. Oil, @ 9<^ ; 2 
Lamp Chimnevs, @ 12<^ ; 1 case of mixed 
canned Fruits, $2.15; 10# Coffee, @25<^; 
1 brl. Flour, $5.25. 



Fredonia Hotel : 

8 brls. Flour. @ $5.; 10 bunches Bananas, 
® $1.50 ; 5 boxes Tomatoes, (^ $1.25 ; 200« 
S. C. Hams, ® 12(4^ ; 5boxesFigs, (^$1.10 ; 
8 boxes canned Tomatoes, @ $2.50. 
Invoice received : 

Produce Commission Co. on % 10 d's, $119. 32. 

Paid S. S. Martin ft Co. in full of %, $143.50. 

Accepted M. Grace ft Co.*s draft on us at 60 
days, in full, $271.85. (D. B.) 

Cash sales today, $485.60. 

Paid for delivering goods to date, $7.65. 
June 4} Sales on % from Order-book: 

Mrs. Marje Grace, #816 Newton St. : 

1 can Sardines, 12< ; 8# Soda Crackers, 
1U\ 2# Starch, @ 6<^; 2 sacks of Salt, @ VH ; 
5# Com Meal, @ 2<^ ; 5# D. Butter, @284. 

Mrs, Jas. Hamilton : 

10# Granulated Sugar, @ 5|<^ ; 8 bu. PoU- 
toes, @ 50<^ ; 10 loaves of Bread, ® 7^ ; 6 
doz. Eggs, @ 2d<^ ; 10^ Coffee, (^ 85<^ ; 6 
bunches of Celery, @ b^ ; 55# of Ham, @ 
18<^ ; 4} doz. Eggs, @ 20<^. 

Bemitted check to Harold Wayne in full for 
bill of June 1, less 6^. 

Paid for Hay and Feed, $9.50. 
Invoices received : 

M. Grace ft Co., June 2, »/xo, V^ $782.60. 

H. M. Grayson ft Co , June 2, V|o, n/ao* 
$268.12. 

Cash-sales to-day, $812.88. 

Paid Freight and Dray age, $18.12. 
June 5, Sales on % from Order-book : 

Fredonia Hotel : 

2 oases of Eggs, @ $9. ; 60# of Lard, @ 11^ ; 
1 box Ivory Soap, $4.25 ; 80# of Cod Fish, 
@ 10<^ ; 12 cans Pears, @ 15^^. 

Beoeived cash from Mrs. Chas. Johnston in 
full, $21.64. Fredonia Hotel, $107.90. 
The Press Club, $20.08. Mrs. Jas. Hamil- 
ton, $19.55. Mrs. Marje Grace, $2.27. 

Paid Janitor to date, $5. 

Paid for Stamps, 504^. 



* M. Grayson A Go. is debited for the amount of the Invoice in the D. B. Gash is credited for the i^nnf^^ iwt of the 
check only, wiiioh is the net proceeds of the bill. 

171-878. 
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INSTRUCTIONS FOR MAKING STATEMENT AND CLOSING THE LEDGER. 

274. After you have written up and posted the foregoing Memoranda, you are ready to close the 
LiOdgeTy preparatory to opening the books by Double Entry. In closing Single Entry books, the fol* 
lowing steps are taken to prepare a statement of the resources and liabilities, in order to ascertain 
the net gain or loss resulting from conducting the business : 

1. Foot all the accounts in the Ledger and ascertain the total amount of the debit and credit 
balancea The debit balances are resources ; the credit balances, liabilities. 

2. Ascertain the balance of cash on hand from the Cash-book, which is a resource. 

3. Find the amount of notes on hand from the Bills Receivable book (if one is kept), or by 
counting the notes on hand. This is also a resource. 

4. In the same manner determine the amount owing on your notes, which is a liability. 

Note. — As these are the only resouroes and liabilities of which you have a record on your books, you must pro- 
ceed to determine the remainder of the resouroes and liabilities by taking inventories, as in Double Entry. 

5. Determine the inventories of Merchandise, Furniture and Fixtures, Horses and Wagon, 
Interest accrued, etc., in the usual way. 

6. Ascertain the amount of any outstanding claims for interest accrued, wages unpaid, eta 
(liability inventories), which have not been entered on your books. 

275. When the above steps have been taken you are ready to make out a statement of the 
business, by first grouping and finding the total amount of resources, and then grouping and 
finding the total amount of liabilities. ^The difference is the Net Capital or Net Insolvency of the 
business. ^The difference between the Net Capital or Net Insolvency at the time of the last closing, 
and the present Net Capital or Net Insolvency represents the Net Gain or Net Loss of the business for 
the time which has elapsed since the last closing. 

S79. The net loss or net gain is transferred from the statement directly to the debit or credit 
of the Proprietor's account, writing as an explanation " Net Gain " or " Net Loss," as the case may be. 
The manner of showing the net gain or loss in a partnership is illustrated in the statement of the 
foregoing business to June 6, given below, and is carried from the statement directly to the Part- 
ner's accounts, as stated above. 

See Inventories next page. 



SmOLB ENTBY. 



STATEMEIiT, JUNE 5, 



George R. Hart & Co. 



V 
V 



V 



Cash on hand, per Cash-book, 

Bills Bee, Mrs. Jas. Hamilton's note, 

Furniture and Fixtures, 

Merchandise, 

Horses and Wagon, 

Expense, 



Per Inventory, 



n 



ti 



Rent paid in advance, 



Liabilities. 

Personal accounts payable : — 

H. M. Grayson & Co., $466.77. 

M. Grace & Co., 732.50. 

Produce Com. Co., 1 19.32. 

Bills Payable, Acceptance favor 

M. Grace & Co., 
Expense, Salaries owed to clerks, 

Present Net Capital, 
Geo. R. Hart's Investment, 
Student's ** 

Total Net Gain, 
Geo. R. Hart's % Net Gain, 

Student's % ** 

Geo. R. Hart's present Net Capital, 

Student's 



(( 



(( 



3337 


18 


100 




140 


00 


4531 


80 


450 




66 


67 



1318 

271 
40 



4400 
2200 



263 
131 



59 
35 



60 



41 
70 



8625 



1629 



6995 
6600 



395 



4664 
2331 



65 



94 



71 
60 



11 



01 
70 



NOTB.— The Items checked (i^) are not to be posted in the Journal Entry, onless a new Ledger is opened. 
iMlanoe of Gash is entered in the (>wh-book. 



The 



274-»7tf. 



118 



BUSINESS BOOKKEEPING AND PRACTICE. 



Inyentobies, June 5. 

Besource Inventories, 

Bills Beceivable, Mrs. Jas. Hamilton's note, • • • $100. 

Fnmitnre and Fixtures, t 140. 

Merohandise, 4531.80 

Horses and Wagon, , 450. 

Expenses, rent paid in advance 66.67 

Liability Inventories. 

Bills Payable, acceptance favor M. Grace & Co., $271.85 

Expense, salaries owed to clerks to date, 40. 

CHANGING FROM SINGLE TO DOUBLE ENTRY. 

280. The process of changing a set of books from Single to Double Entry is very simple after 
the statement has been prepared and the net gain or loss transferred to the proprietor's account 
^ All that is necessary is to open accounts in the Ledger for those resources and liabilities that are 
not already shown in the Ledger. 

282. The best plan is to make a Journal entry including all the resources and liabilities taken 
from the statement prepared from the Single Entry set. When this is completed, if correct, the 
debits and credits will be found to be equaL ^ Post to the Ledger all items that do not already 
have accounts in the Ledger, which is ordinarily all the accounts that appear on your statement 
except the personal accounts and Cash account. Transfer the balance of cash to a new page in the 
Gash-book as kept by Double Entry. 

^a. You must be careful not to open new accounts for the personal debits and credits, as shown 
by your statement, as they are already in the Ledger. Li the opening of a new Ledger, all the debits 
and credits are to be posted. When you have completed this work, your books should be in balance. 
Take a trial balance, and if found correct, you are then ready to proceed in keeping the books by 
Double Entry. 

'^6. You may now introduce any additional books that may be needed, or dispense with any of 
those that are unnecessary. The same Journal and Cash-book can be used, but in the Double Entry 

form. 

^e. The following is the form of a Journal-entry to change the books to Double Entry, taken 
from the statement made by George R Hart, May 31. (See page 113.) Prepare a Journal-entry 
taken from your own statement of June 5, and submit to your teacher. 

After it has been approved, enter it on the first vacant page in your Journal. Post the items 
other than the personal accounts and Cash account to the Ledger, as you have been instructed, and 
take a trial balance from the Ledger as it then stands, including the balance of cash taken from the 
Cash-book, to see that the debits and credits are equal You are then ready to continue the 
business. 



JOURNAL ENTRY. 



JUNX 1, 



V 
V 
y/ 
V 

V 



Mdse., 

Furniture and Fixtures, 
*Ca8h, 

Mrs. Jas. Hamilton, 
The Press Club, 
Fredonia Hotel, 
To H. M. Grayson & Co., 
" S. S. Martin & Co., 

M. Grace & Co. , 

Geo. B. Hart, 



Per Inventory, 



<( 



(I 



Per Cash-book, 
Per Ledger %, 



it 



< << 

C (( 



(( 
(( 
<( 

it 



it 



Net Capital, 



4000 






150 






686 


94 




123 


07 




195 


61 




234 


83 


475 

143 

271 

4400 



50 
?5 
liO 



Note. — The Items having a check (\/) mark in the Ledger page column should not be posted, as the accounts are 
already opened. In opening a new Ledger they would be posted. 

* Omitted in the Journal Entry when the Cash-book is used. 
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CONTINUATION, SET 4.— DOUBLE ENTRY. 

SpscloJ FsSitVLPOB. — ^Introduction and use of Customers' Ledger. Explanation and use of 
Order and Sales-slips. Debiting and crediting Merchandise account for all discounts on bills, and 
^Iso for Freight bills. 

1. You will continue the business of George B. Hart & Co. for a limited time, keeping the books 
Dj I^ouble Entry, using the Cash-book, Journal, and Ledger as principal books, and Bill-books and 
Customers' (Petty) Ledger as auxiliary books. 

2. Order-slips will- be used instead of the Order-book, simple forms of which are shown on page 
120. These are also known as Sales-slips. All orders, whether for cash or on account, are entered 
on these slips, when the order is received, and is made out by the salesman. 

3. In many large retail stores, the different salesmen use Order-blanks and Sales-tickets similar 
to those shown, carbon duplicates being sent with the goods to the customer. The original is sent to 
the cashier or bookkeeper, who places it on a file and the money in the cash- drawer or register. 
When cash does not accompany the order, the word " Charge " may be written across the face of the 
Order-blank, and it is then passed directly to the bookkeeper who makes the charge from it in 
the customer's account. It is generally the custom for the cashier to place the cash received in a 
separate drawer, and when counted in the evening, it should equal the total amount shown by the 
Cash-slips received during the day. 

4. When cash is received in payment of an account for goods previously purchased by the cus- 
tomer, it is generally paid at the cashier's or bookkeeper's desk, who makes out an ordinary Sales- 
slip, noting the amount of cash received and writing the word <' Credit " underneath in the space 
usually occupied by the different items of merchandise. When the cash is paid to the salesman the 
Blip is made out in the same manner and sent to the cashier's or bookkeeper's desk. The cash is 
placed in the cash-drawer or Register and counted in with the day's sales, and the customer receives 
the proper credit in his account in the Customers' Ledger. 

In small establishments where only a few clerks are employed, the Customers' Ledger is frequently kept 
on a desk convenient to the salesmen, who enter all the charges directly into it as the sales are made. In this 
case no report is made to the general bookkeeper at all. When cash is received in payment, the account iB 
credited and the cash turned in as cash sales for the day. This, however, is not practicable in large estab- 
lishments where a number of clerks are employed. 



CUSTOMERS' LEDGER. 

!384. This is also sometimes known as the Petty Ledger, and is used extensively in retail busi- 
nesses. Its use serves two purposes. (1) It avoids the opening of a great many small accounts in the 
general Ledger and groups the same class of accounts in one book. (2) When used in the manner 
indicated in this set, it very much reduces the work of the bookkeeper and simplifies the keeping 
of the accounts, as there is no posting required and all items are specified in the entry, which greatly 
facilitates the rendering of weekly or monthly statements. 

It is used as an auxiliary book, and is ruled like an ordinary Journal or Blotter. (See form 
p. 103.) It should be indexed the same as a Ledger, so as to find the different accounts readily. 
A^ccounts are opened with all customers who buy on account, and they are charged with their pur- 
chases directly in this book or from the Sales-slip or Order-book, all items being entered, as shown 
in the illustration. No entry of any kind is made in the general books until the cash is received in 
payment of the account, at which time the party paying the money is credited directly in his account 
in this Ledger from the Credit-slip, by the bookkeeper or salesman, and Cash is debited " To Mer- 
chandise " in the Cash-book. 

285. It is the custom in some stores to keep the cash received in payment of accounts in the 
Customers' Ledger, in a separate drawer, in which case the Credit-slips are placed on a separate file. 
In the evening, the amount received '' on account " and the amount received for <' cash sales " of that 
day are indicated separaticly in the Cash-book entry. Merchandise account, however, is credited for 
the total amount. 

286. When the books are closed, the sum of the debit balances in the Customers' Ledger must 
be added to the merchandise inventory, or the amount may be entered as a separate inventory in 
addition to the regular inventory in the Merchandise account 

984-280. 
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The Centre Column Ledger. — The form of the Ledger shown below has the money 
columns ruled adjoining each other. The advantages claimed are: (1) The difference between the 
footings is more readily found than when they are farther apart, and (2) when the account is 
balanced it is necessary to rule only a single line across the money columns, which is a saving of 
time 

H. M. Grayson & Co. 



Jane 



1 

6 

11 

14 

16 

19 
30 



J 


18 


271 


35 


475 




Jane 


1 


18 


c 


41 


208 


66 


263 


12 




4 


16 


c 


42 


263 


12 


9^ 


50 




7 


18 


c 


46 


222 


m 


114 






12 


19 


c 


47 
21 


114 


75 




74 




18 


21 


8 


1237 


240 




10 




31 


007 


01 
81 




23 
27 


49 
24 


C 


037 


987 






1 



J~Jane 2, */io. n/». 

J 

J—June 9, */w, n/», 

J— n/p Conset. No. 4. 
C 

J 



I 



IN CAM or tRnon on ritumi of ooods, fresent thie slip. 

GEO. R. HART &: CO. 

BALTIMORE, MP. 

Sold by R &'il fcy O^ Cirt /^^^ 





d 'ati'ft^ Cy^etzon^ed 


/ 


US 




^u^^ <s/.^.^^^ 


6S 




to -^£4. (3k.t4.-n^J, 


60 






3 


76 




24 

















24 



CASHIER'S VOUCHER. 



Sold by. 



R 



.Am't of dale, $ 



a.ji 



(CARBON DUPLICATE.) 



cAbu dB. qg QSu^u^, 



36 



/£ (^4^^7u^ @>^«e/ 



Bought of GEO. R. HART k CO. 

^^/^e /^. BALTIMORE, MD. 





s Mi. c5St4,ttei 


/ 

/ 

5 
g 


7S 




& <^j^- ^'^'^^ ® ^^ 


ao 




/jMl. <^, (S4*««^ 


00 


/ 'di/.C^^^U 


50 


• 




36 


A!5 















(CARBON DUPLICATED 



In addition to the Cash-slip and Charge-slip, shown above, the Credit-slip, for goods returned 
or cash paid on %, and the Exchange-slip for goods exchanged, are also used in many establishments. 
They are similar in form to those shown. 
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Business Memoranda. 



Jane 6, Invoices received : 

S. S. Martin & Co., terms Vio> "/m* $39.50. 
M. Grace & Co., Vio, «/«, $132.90, dated 

June 5. 
Harold Wayne, Vio» "/ao» $314.04. 
Paid Freight and Drayage, $7.85. 
Geo. R. Hart withdrew cash, $60 ; Student 

withdrew $25. 
Remitted H. M. Grayson So Co. our check in 
full of % to June 1, $203.65. 
Sales on % per Sales-slip : 
Mrs. Marje Grace : 
1 sack Flour, $1.70 ; 3# Y. H. Tea ® 70#; 
1 basket Fancy Fruits, $1.50 ; 1 S. C. 
Ham, 14# ® 12^; 1 doz. Apollinaris 
Water, $1.20 ; 1 bottle Vanilla Extract, 
35^. 
Fredonia Hotel : 
3 brls. Flour & $5.10 ; 20# Butter ® 25^ ; 
1 brl. G. Sugar, $4.25 ; 1 brl. Powdered 
Sugar, $4.80 ; 1 doz. qts. Maple Sugar, 
$4.20 : i chest J. Tea, $10.50. 
Mrs. Chas. Johnston : 
2# Y. H. Tea © 70^ ; 1 bu. Potatoes, 90^ ; 
1 Wash Tub, 85#. 
Mrs. G. B. Dean, Hfi Wilson St.: 
5# Valencia Raisins <g^ 15^ ; i bu. Potatoes, 
45# ; 4# Cal. Prunes & 12i# ; 2 Brooms 
@30^. 
Wm. E. Brady, #94 Harlem Ave.r 
20« G. Sugar ® 5^ ; 5<( Creamery Butter 
@ 30<; 8# C. Sugar ® 6i#; 5# D. Peaches 
@14#. 
Mrs. Arthur Orayden, #142 Clay St.: 
1 brl. W. P. Flour, $4.75 ; 45# Com Meal 
® 2^; 6# C. Crackers @ 10<; 6 doz. 
Eggs ® 14^ ; 2 loaves Bread ® 5c. 
Gash-sales to-day, $131.43. 
7y Invoices received : 

H. M. Grayson & Co., on %, $222.50. 
Produce Commission Co., on %, $56.12. 
Bought Show-case from Duer Hardware Co. 

for cash, $18. 
Paid cash for repairs on Shelving, $4.50. 

Sales on % as per Sales-slips : 
B. G. Duncan, #300 Webster St.: 
3 bu. Potatoes @ 45# ; 1 Broom, 35^ ; 2# 
Dried Beef @ 25f ; 5# D. Peaches ® 20< ; 
6 gals. C. Oil @ 9^; 2 pairs Spring 
Chickens ® 80^. 
Mrs. Marje Grace, #69 Franklin St. 
li# Butter ® 2Sf; 5# R. Coffee ® 30^; 10# 
C Sugar @ 6i^; 3# Mixed Candy ® 30^; 
6# Dates ® 8^; 3# Figs ® 15^. 
A. J. Wells: 
1# J. Coffee, 35^; 14# D. Butter @ 25^j 
1# Cheese, 24^; 1 sack Salt, 8^; 1 brl. 
Flour, $5.25. 
Cash-l^les to-day, $253.74. 



June 8, Accepted draft at 10 days in favor of S. S. 
Martin & Co. for bill received on the 6th, 
$39.50. 

Paid cash for a Wheelbarrow, $3.75; For 
shoeing horses, $1.25; For bill of wrap- 
ping-paper, $3.60. 

Invoices received: 

Produce Commission Co., on %, $13.60. 

Sales on % as per Sales-slips: 

Mrs. Arthur Grayden: 
1 brl. W. P. Flour, $4.75; i bu. new 
Potatoes, 75^; 5# G. Sugar ® 5f; 1# J. 
Coffee, 35^; i#.Y. H. Tea, 40^; i# Bak- 
ing Powder, 15^. 

Mrs. G. B. Dean: 
1# B. Coffee, 30^; 10# G. Sugar ® 5#; 5 
gals. C. Oil @ 9^. 

Wm. E. Brady: 
5# A Sugar ® 4if; 4# Sugar ® 6if; 2# 
Rice ® 9^; 2 loaves Bread ® 5f. 

Mrs. J. A. Amsbaugh, #2110 Madison Ave.: 

1 sack Flour, $1.25; 1 gal. C. Oil, 10^; 
1 can Salmon, 20^; 2 Lamp Chimneys 
® Sf; 2# Chipped Beef ® 18^. 

Cash-sales to-day, 169.15. 

9, Invoices received: 

M. Grace & Co., %o, n/so, $216.12. 
S. S. Martin & Co., %o, n/«o, $26.31. 
Paid cash for country produce, $11.40. 
Paid clerks' salaries to date, $64.50. 
Paid Gas-bill, $5.30; Paid for Stamps, etc., 
75^. 

Sales on % per Sales-slips: 

Fredonia Hotel: 

2 cases Eggs @ $9; 3 boxes Figs ® $1.50; 4 
brls. Flour @ $5.; 40# D. Butter ® 26f ; 
1 case Chili Sauce, $3.30; 1 case Corned 
Beef. $2.65; 1 box D. Pears, $3.40. 

The Press Club: 

1 case Salad Oil, $1.95; 1 case Tomato 
Catsup, $4.10; 1 doz. Queen Olives, 
$7.30; 1 brl. Flour, $5.25; 1 box C 
Crackers, 16# ® 15f. 

Mrs. Marje Grace: 
1 can Lobsters, 25^; 1 can Sardines, 20^; 

1 sack Flour, $1.70; 3 doz. Eggs ® 18^; 

3 heads Lettuce ® 15^. 
Accounts to be credited as per Credit-slips: 

Mrs. Marje Grace, $10.; Mrs. Arthur Gray- 
den, $5.; A. J. Wells, $6.30. 

NoTB. — No entry is to be made for these 
credits, except in the cuBtomer'B personal 
accoimt, as the cash is included in the Gash- 
Bales for the day. 

Cash-sales to-day, $409.14. 
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June 11, Received note at 30 days from Fredonia 

Hotel to apply on %, $100. 
(Ciodit Merchandise.) Credit Fredonia Hotel 
in oofltomer's Ledger. 

Remitted Checks as follows : 
To H. M. Grayson & Co., bill of June 4, 

$263.12. less 45^. 
To M Grace & Co., bill of June 4, $732.50, 

less 5i. 
To Produce Commission Co., bills of June 

3 and 7, $175.44. 
To S. S. Martin & Co., bill of June 9, 

$26.31, less 4^. We also deduct 5% of 

bill of June 6, for which we accepted 

their draft at 10 days. 
(Credit Mdse. with Diacoont.) 

Sales on % per Sales-slips 
Mrs. J. A. Amsbaugh : 

2 sacks Flour ® $1.70; 2 cans Clam 
Chowder @ IBf; 2 cans Corned Beef 
® 20f', 2# Macaroni ® W; 1 bottle 
Salad Dressing, 30^; 3 cans Cherries 
@ 35^; 5*f mixed Nuts ® 21^. 

Wm. E. Brady: 
5# Oat Meal ® bf\ 4^ Mixed Crackers ®, 
10^; 1 sack Flour, $1.70; 6# Strawberry 
Preserves @ 16^;; J# ground Pepper, 
40^: 1 bottle Mustard, 20^. 
Mrs. Chas. Johnston : 

1 pail of Mackerel, $1.60; 1 box of Soap, 
$4.10; 2# Com Starch ® 8^; 1# Borax, 
16^. 
Fredonia Hotel : 
1 case Mock-Turtle Soup, $3.60; 1 case 
Mushrooms, $27.50; 1 box French Mac- 
aroni, $3.25; 1 doz. Snider's Catsup, 
$3.55; 1 brl. Hominy, $3.90; 1 box 
Chocolate, $13.25. 
Mrs. Marje Grace returns sack of Flour 
bought June 9, being unfit for use. We 
have credited her account. 
Cash-sales to-day, $241.42. 
12, Invoices received : 

H. M. Grayson & Co., bill of June 9, 

$114., ^io, n/so. 
M. Grace & Co., bill of June 11, $261.62, 
%o, "/eo. 

Sales on % per Sales-slips : 
Mrs. Marje Grace : 

10*^ Coffee @ 29^; 5# Rice at 6i f) 1 gal. 
Maple Syrup, $1.10; 5# Butter @ 26^, 
10# Lard @ 11^; 10# Mixed Nuts ® 25^. 
A. J. Wells : 

3 doz. Eggs ® 18^; 1 box Soap, $4.20; 1 
can Baking Powder, 15^; 3 gals. Vin- 
egar @ 60^; 2# Mixed Nuts at 30^. 

The Press Club : 

1 bunch Bananas, $1.25; 1 box Lemons, 
$2.60; 20# Mixed Nuts ® 25^; 25# Cof- 
fee @ 28^; 10# Mixed Tea ® 75^. 



Accounts to be credited as per Credit-slips: 
The Press Club, $25; Mrs. J. A. Amsbaugh, 

$8.91; Mrs. Marje Grace, $13.58. 
Cash-sales to-day, $196.60. 
June 13, Bought for cash load of country produce, 
$17.65. 
Paid for Hay and Feed, $7.50. 
Paid bill of repairs on Wagon, $2.50 ; Paid 
for Stable Rent for month, $10 ; Paid for 
Hammer and Tacks, 85^. 
Fredonia Hotel presents bill for boarding 
against Geo. B. Hart, which we place to 
the credit of their account, $45. (See first 
entry, June 11.) 
Sales on % per Sales-slips : 
Mrs. G. B. Dean : 
18# G. Sugar, $1.; 2# Water Crackers, 22^; 
1 sack Flour, $1.75 ; 12# G. Flour ® 
15^; 1 gal. Syrup, 46^; 3 bu. Potatoes 
@82^. 
Mrs. Arthur Grayden : 
2 loaves Bread ® 8^; 6# D. Butter ® 30^; 
5# Seedless Baisins @ 16^; 6# G. Sugar 
@ 51^ ; 2 cans Peaches @ 27^ ; 4i# 
Cheese ® 22^; 4 doz. Pickles ® 8#; 
3# Currents ® 13^. 
B. G. Duncan : 
1 sack Flour, $1.75; 15# S. C. Ham @ 
12i^; 5 doz. Eggs ® 18^ ; 1 gal. 
Apple Butter, 75^; 5# C. Grapes @ 
18^. 
Mrs. Chas. Johnston : 
1 box B. Baisins, $1.35 ; 5# C. Sugar 
W'f 3 cans Tomatoes ® 20^; 10 gals. 
Oil @ 9^; 5# Soda Crackers @ 12^; 1 
case Apollinaris Water, $1.20. 
Cash-sales tonlay, $224.93. 
14, Invoice received : 

Produce Commission Co., on %, $21.40. 

Sales on % per Sales-Slips : 
Mrs. Marje Grace : 
1 box Figs, $1.20 ; 16# S. C, Ham ® 13^ ; 
1 package Boiled Wheat, 20f ; 1 box 
Fine Cigars, $6.50; 1 sack Flour, $1.75; 
3 cans Apricots ® 35^. 
Fredonia Hotel : 

10 doz. Eggs ® 23^; 1 doz. Canned 
Com, $1.75 ; 40# Spring Chickens ® 

Cash-sales to-day, $235.11. 

Paid checks as follows : 
To Harold Wayne, bill of June 6, $314.04, 

less 45^. 
To M. Grace & Co., bill of June 6, $132.90, 

less b%. 

To H. M. Grayson & Co., bill of June 7, 

$222.50. 

Accounts to be credited per Credit-slips : 
Mrs. Chas. Johnston, $14.15; Mrs. G. B. 

Dean, $11.24. 
Paid sundry freight bills to date, $23.56. 
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CHANGE OF BUSINESS. 

Si LB OF Stock akd Fextubbs of Bbtail Gbooebt BxTsiNssSy the Fibm ENOAOiNa in a Genxbal 

Commission Bubinbss. 

HsTing received an offer for the stock and fixtures on hand at inventory price, the firm of Gea 
R. Hart & Co. has concluded to dispose of its grocery business and engage in a general commis- 
sion business. Preparatory to doing so, it is necessary to take an inventory of all the goods on hand, 
which is found to be as follows : 

Invjbntobdes, Junb 14, 

Furniture and Fixtures, S158. 

Merohandise, Jnyentory book, ••... 4736.i4 

" Customers' Ledger, 100.97 

Horses and Wagon, 450. 

Bent paid in advance, 5C 

Salaries due clerks and unpaid, 50. 

As everything is satisfactory to the purchaser, D. M. Bruce, he pays cash for merchandise, 
fnmiture and fixtures on hand, and the rent paid in advance for the remainder of the month. 
Gteorge R Hart & Co. retain their books, collect all outstanding accounts, and pay* all their own 
debts. They also retain horses and wagon for use in their new business. Make the proper entry in 
the books for the cash received. 

You will now follow the usual routine in which you have been instructed for closing Double 
Entry books by (1) taking a trial balance, (2) making out a Balance Sheet, and (3) closing the 
Ledger. 

If your work is correct, you should have cash on hand, $7874.11 ; total net gain, $771.78. 

The books and other effects are now transferred to #142 South Si, where the firm will engage 
in the commission business with such changes in the books as may be necessary, continuing, how- 
ever, to use the old Ledger and also the Journal, in which you will make the first entry on the page 
which shows an extra column for ** Mdse. Dr." The Cash-book will be opened with special rulings 
and several new books will be introduced. 

COMMISSION. 

!387. Those who receive goods for sale on commission are known as Commission Merchants. 
The special line of goods handled is sometimes indicated by a prefixed word, as ''Produce Com- 
mission Merchants," ''Provision Commission Merchants," etc. As the keeping of Shipment and Con- 
signment accounts has been fully exemplified in your previous work (see pages 82-84), no further 
explanation of the principles involved will be given. The manner of keeping these accounts as you 
have been instructed, however, is too cumbersome and requires too much work on the part of the 
bookkeeper when the business is largely or entirely composed of receiving and selling goods on 
commission. (See 242, Note.) It must be remembered that very rarely do commission merchants 
confine themselves entirely to commission transactions, as they generally purchase and sell merchan- 
dise on their own account and risk in addition to that sold on commission. 

288. Perhaps in no line of bookkeeping has there been less progress made in abbreviated 
forms and in shortening the work than in the commission business. The following set with its 
Bi>ecial rulings and labor-saving forms has been in practical use in a large number of the leading 
commission houses of the country, and has uniformly been pronounced a great improvement over 
any other system ever introduced. It is believed to be the most satisfactory arrangement that can 
be made, fully exhibiting all the details of the commission business in the briefest and most con- 
densed form. 

The books used are the Cash-book, Petty Cash-book, Sales-book, Account Sales Eegister, 
Journal, and Ledger as principal books, and the Commission Sales-book, Beceiving-book and Check 
Register as auxiliary book& • 
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CASH. 



June 


15 




Balance, 




7874 


11 










V 


Mdse., 


Cash-sales, 






227 


50 




16 


V 




Fredonia Hotel per Customer's 

Ledger, 
4% on H. M. G. & Co.'s bill, 






27 


60 






V 








4 


56 




18 


103 


Henry Walton & Co., 
Mdse., 


Bill June 15, less 2^, 
Cash-sales, 


308 




765 






19 


106 


St. Charles Hotel, 


Bill June 16, less 2^, 

 


141 


22 
















8323 


33 


1024 


66 






10 


Mdse., 




1024 


66 
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289* As few notes, acceptanoes, etc, are ordinarily reodyed or iBBued in this line of business, 
the Bills Beceiyable and Bills Payable books are omitted, although when desired, they may be kept. 
Enter in the explanation-column of the Bills Beceiyable and Bills Payable accounts, the time and 
date of maturity of the different notes, acceptances, etc., receiyed and issued; and in posting the credits 
to the Bills Beceiyable, or the debits to the Bills Payable accounts, enter each amount on the line oppo- 
site to where it was entered on the other side of the account when the note was receiyed or issued. 
When the space allotted to an account is filled, do not forward the balance, but continue the account 
on a new page, noting on each page the other page of the account. When all the items on a page have 
been cancelled, the account may then be ruled and closed. 

290. C&Sh'bOOk. — This book receiyes the entries for all cash receiyed and paid. It has 
three special columns,^-one on the debit side for '' Merchandise Or.'' and two on the credit side for 
^ Charges Dr.'' and " Cash Bemittances Dr." The Cash-book is illustrated aboye. 

All sales for cash appear on Gash-sales slips, which are passed to the cashier or bookkeeper with 
the cash as it is receiyed. These slips are filed, or the amount of each is registered in a Cash Bis- 
ter, Cash being debited for the amount of '' Gash-sales for the day '' and the amount placed in the 
special '' Merchandise " column. 

In the " Charges " column is entered all cash paid for freight, drayage or other charges against 
consignments receiyed. In the ''Gash Bemittance'' column is entered the amount of each check 
issued on or in full of the net proceeds of consignments. The total footings of these colunms are 
posted to the proper accounts in the Ledger at the end of the week or month. The purpose is to 
reduce the amount of posting to these accounts from one entry for each separate item to one entry 
per week or month. Cash is balanced daily, in pencil, as usual. (Only a part of the C. B. entries 
are shown. 

291. Petty CSLSh'bOOk, — lu this book is entered all small expense items^ such as postage, 
telegrams, and other incidental outlays for carrying on the business. The object is to ayoid haying 
so many small entries in the Cash-book, as well as to ayoid the necessity of posting a number of small 
amounts. The total taken from this book daily, or weekly, is entered in one item on the credit side 
of the Cash-book, debiting " Expense, per Petty Cash-book." 

292. SSLlea'book* — This book receiyes, from the Order-blanks, the entries for all sales of 
merchandise when sold on account, whether belonging to ourselyes or to others. ''Cash-sales" are 
not entered in this book unless it is desired to pass the transaction through the personal account. 
When a bill of goods sold contains any items of goods belonging to a consignment, he number of 
that consignment (as explained under instructions for the Beceiying-book) is ndicated in the left- 
hand mar^nal column opposite the proper item, so that the special consignment to which it belongs 
may receive the proper credit when the consignment-accounts are made up by the bookkeeper. 
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CASH. 




ChabobbDb. 


CAaHBElOT- 

tangbbDb. 


June 


15 


34 
16 

V 
10 


Furniture and Fixtures, 
Expense, 

Charges, 

it 

Mdse., 


1 pair Scales, 

Repairs in office, 

Fr't & Ex.bms on Consg'ts, 

Chicken feed. Con. #5, 

Pr't bills. 


15 
3 

15 


60 
60 


27 
1 


35 
30 








16 


19 
108 

V 
V 


Insurance, 

H. M. Grayson & Co., 

Charges, 

Cash Eemittances, 


Open policy. Mutual Co. 
BillJunel2, less4^, 
Fr't on Consg'ts, 
N/p #2. 

" 3, 

" 5, 


46 
114 


50 


25 


22 


123 

77 

429 


45 
82 
31 




18 


10 


Mdse., 


2% onH. W. & Co.'s bill. 


6 


16 












19 


V 


Charges, 


Fr't on Consg'ts, 
Custom House duties #11, 






76 
1181 


67 
25 










10 


Mdse., 


2% on St. C. H. bill, 


2 


82 
68 




79 








203 


1311 


630 


58 






15 


Charges, 




1311 


79 














14 


Cash Remittances, 
Balance, 


In bank, 6843.12 
" safe, 358.82 


630 
7201 


58 

94 
99 










« 
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This will be explained to you in the use of the CommiBsioD Sales-book. The total sales are posted 
to the credit o( merchandise at the end of the week or month and the different items are posted to 
the Ledger, as usual. The Sales-book is illustrated on page 128. 

The Order-blanks when used as posting mediums, as explained in 293, are usually known as Sales-blanks 
and win be so designated in this work. If Sales-blanks are used in writing up the books instead of Order- 
blanks, you will remember that the terms are used interchangeably. 

293. The Sales-book may be dispensed with entirely, by posting to the Ledger from the Order- 
blanks which are placed upon a file specially prepared to receive them, which holds them in the form 
of a book. The Order-blanks or Sales-blanks, when used as a posting medium, have two holes 
punched in the margin. These are numbered consecutiyely and are put up in pads. As they are 
used they are placed upon the file until the end of the week or month, when the total sales are 
found by writing the amount shown on each Sales-blank on a sheet of paper, which is known as the 
*< Abstract Sales Sheet." The total of these amounts is posted to the credit of Merchandise account, 
and corresponds exactly with the total footing of the ordinary Sales-book. The " Abstract Sheet " 
is then filed with the Sales-blanks for reference at any future time. It is customary to use three or 
four files, each holding the Sales-blanks of one month. After they have remained on the file for a 
sufficient time so that they will not likely be used for reference, they are removed from the file and 
bound in packages, each month by itself, so that at any time they may be referred to. This method 
«$av6s the work required in writing up the Sales-book. It is employed in many large wholesaling and 
jobbing businesses, as well as in the commission business, and is exceedingly popular wherever used. 
(See form of Sales-blank, page 130; also Abstract Sales-slip, page 183.) 

394. A^CCOUnt Sales Register, — As is indicated by the name, whenever an Account Sales 
is rendered, an abstract of it is entered in this book. You will observe (see form, pages 1 26-7) that 
it has special columns for the Date, No. of Consignment, Consignor, Total Sales, Charges (paid in 
cash), Drayage, Storage, Insurance, Commission, Cash Bemittances, Packages Betumed, Personal 
Accounts Cr., and Bemarks. 

^o. When the net proceeds is remitted in cash, the amount is entered in the " Cash Eemit- 
tance '* column : but when carried to a personal account in the general Ledger, it is entered in the 

'* Personal Accounts Cr. " column. 

• 

^6. The total of each column is posted to the Ledger at the end of the week or month, either 
through a journal entry or as shown in the margin. The net proceeds for ''Personal Accounts Cr." 
are posted daily. 

^*c. Merchandise is debited for the " Total Sales " indicated in the first column, which offsets 
the credit for all merchandise belonging to consignments and posted from the Sales-book. 
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ACCOUNT SALES. 



Date. 


No. 
2 


June 


16 






3 






5 




18 


4 

7 

10 




19 


2 

1 




20 


1 
5 




21 


1 
3 
5 
6 

7 
9 

10 
12 
13 
14 
15 



Consignor. 



B. C. Harvey, . . . 

G. D. Maynard, . . 

Hudson Bros., . . . 
H. M. Grayson & Co. 

Florida Fi-uit Co. . . 

Flash & Co., . . . 

B. C. Harvey, . . . 

Nash & Botsford, . . 

Nash & Botsford, . . 

Hudson Bros., . . . 

Nash & Botsford, . . 

G. D. Maynard, . . 

Hudson Bros., . . . 

M. Grace & Co., . . 

Florida Fruit Co. . . 

Rae & Co., . . . . 

Flash i& Co., . . . 
Johnston & Davis, 

R. B. Scott, . . . 

A. S. Carlin, . . . 

G. H. Snider, . . . 



Total Sales 
(Mdse. Dr.). 


Charges 


Cr. 

1 


Drayage 


Cr. 1 


135 




3 


30 


1 


00 


88 


50 


4 


20 


1 


80 


471 


48 


15 


05 


2 


75 


260 


75 






3 




289 


35 


15 


42 


3 


60 


2580 




37 


50 


7 


50 


365 


65 


11 


20 


2 


50 


493 




12 


20 


11 


60 


179 


80 


6 


18 


6 


20 


320 


30 


9 


45 


2 


50 


396 


15 


6 


15 


3 


15 


240 




6 


55 


3 


60 


65 




1 


93 




25 


2006 


50 


9 


80 


8 


20 


543 


90 


21 


12 


4 


95 


1227 


75 


34 


50 


45 




1879 


20 


90 


15 


5 


40 


624 


30 


11 


42 


3 


50 


35 


20 


1 


20 




60 


51 




1 


85 


1 


20 


83 


90 

73 

1 


2 


40 
57 


1 


05 
35 


12336 


301 


119 



Storage Cr. 




^cL The total of the *' Charges " oolumn should exactly equal the total of the same column in 
the Cash-book, if Account Sales have been rendered for all consignments received, and only freight 
and other charges that belong to consignments have been entered in that column in the Cash-book. 

^e. The footing of the " Cash Remittance " column must exactly equal that of the same column 
in the Cash-book at any given time, unless "advances'* have been made on consignments. 

^f. The use of this book reduces the posting from one journal-entry for each Account Sales 
rendered to one entry per week or month for all Account Sales rendered. In other words, where 
four hundred (400) Account Sales are rendered per month, it saves three hundred and ninety-nine 
(399) entries in the Journal and the same number of postings to the Ledger for each account, which, 
in the aggregate for four hundred accounts, is two thousand seven hundred and ninety-three (2793). 

It also secures absolute accuracy in rendering Account Sales, because the sum of all the columns 

to the right of the total sales column must equal the sum of the << total sales " column. This saving 

of labor in posting, making out trial balance, etc., can be appreciated only by the experienced 

bookkeeper. 

295* ThO Jouma^L— This book receives all entries that do not properly belong to any other 
book, and is kept as heretofore, except that a special '* Merchandise Dr.^* column is kept for all pur- 
chases of merchandise on our own account. This takes the place of the Invoice-book and makes its 
use unnecessary. Where cash is paid for bills, do not enter in the Journal, but deduct the cash- 
discount on the face of the bill, and debit Merchandise from the Cash-book for the amount of the 
check. 

296. Commissions Sales-book.— This book is ruled after the manner of the ordinary 
Journal, except that it has an index which contains the name, address, and page of each consignor. 
>^. In it is entered a record of each consignment received, with its number and the name and addres^s 
of the consignor. In it are also entered: (1) all charges paid, such as freight, drayage, etc.; (2) all 
sales made for account of the consignor; and (3) when Account Sales are rendered, the commission, 
and all other charges such as insurance, drayage, storage, etc. The difference between the total 
charges and the total sales is the net proceeds. (See form, page 129.) 

It receives the above-mentioned entries from different sources, as follows: 

1. The entries for freight paid are made directly from the Bills of Lading or Freight Receipt, 
or they may be made from the Cash-book or Receiving-book. 

2. The sales are entered from the Sales-book, Order-blank, or from the Cash-sales slips, on the 
margin of which is placed the number of the consignment to which the goods belong. 

3. All "advance payments" in cash or acceptances are entered from the Cash-book or Journal. 
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REGISTER. 



Insurance 
Cp. 


Commission 
Cr. 


Packages 
Betnmea Cr. 


Cash Remit- 
tanoe Cr. 


Personal % 
Cr. ^ 


L.F. 


Remarks. 




50 


6 


75 






123 


45 




• 






25 


4 


43 






77 


82 












80 


23 


57 






429 


31 










1 


32 


13 


04 










240 


74 


36 




1 


45 


14 
129 


47 






254 
2406 


41 










1 


25 


18 


28 






332 


42 










2 


47 


24 


65 






437 


33 












85 


8 


99 






155 48 










1 


60 
50 


16 

•19 

12 


02 
81 


f 




365 

217 


24 
35 


290 


73 


39 


• 






3 


25 


2 


50 


57 


07 










5 


35 


100 


33 






1879 


17 












90 


27 


20 


20 


55 


469 


18 








Prepaid Draft, $247.27 


12 




61 
93 


39 
96 






1065 86 
1689 ! 69 








Accepted Draf t30days, $500. 






31 


22 


1 


678 


16 














1 


76 






31 


64 














2 


55 






45 


40 














4 


20 

87 


1 


05 


76 


25 
23 




47 






29 


24 


616 


23 


10B91 


531 





4. The commission and other charges are calculated on the face of this book, generally in lead 
pencil at the time the Account Sales are rendered. 

The charges may be entered on the left-hand page and the sales on the right-hand page, or they 
may both be entered on one page, as is shown in the illustration. In many large business houses, 
this book is made of very ordinary paper, and sometimes the entries are made entirely in lead pencil 

297. Receiving-book, — This book is kept by the receiying-clerk, and in it is recorded in 
memoranda all goods as they are received at the store, with name and address of shipper^ number 
of packages, and package number (if any), weight, etc., and any other information as to condition of 
goods, etc., which may seem necessary to a complete description. No entry is made for anyth'ng 
but goods received, unless there is some special memoranda for drayage, or other charges. 

As each consignment is received, all the packages belonging to that consignment are stencileoL 
with the next number after that of the preceding consignment, and thereafter each article or pack- 
age belonging to that consignment is identified by the number given it. This number is also entered 
in the Beceiving-book. 

In the transactions given, the particulars which would be entered in the Beceiving-book are not 
indicated, as they are not material to the writing up of the set, and are shown in the form of the 
Beceiving-book given on page 131. 

298. Check' Register, — This book is used to take the place of the stub of the Check- 
book. In many businesses that issue a large number of checks daily, the amount of work involved 
in keeping the stub of the Check-book and in forwarding the amounts from stub to stub requires 
considerable time, and this book has been adopted to take its place. When a check is issued, the 
date, the amount, number, in whose favor, and for what given, are entered in the special columns set 
apart, as shown in the form, page 127. A special column is also given for the totals of deposits made, 
80 that the balance in bank can be determined readily and accurately. It wil^ be used in this set. 

299. The CustOZnerS^ Ledger may be continued in this business the same as in the last^ 
if so desired or the requirements of the business demand it. 

CoxnzniSSion Sales Ledger (or Consignment Ledger). — This book is used in many com- 
mission houses instead of the Commission Sales-book described above. It is ruled and indexed like 
an ordinary Ledger. Its use is identical with that of the Commission Sales-book — and the account 
with each consignment is opened in the same way. On the debit side is entered (1) a description of 
the goods, (2) the charges when received, when on hand, and when Account Sales are rendered, and 
the net proceeds. ' On the credit side is entered the sales. See form, page 132. 

997-299. 
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BALES-BOOK. 







June 15, 


• 










COXlBgt. 


L.F. 










1 




No. 


116 


• 

Smith & Richards, «3, 10th St., 
4 ch, Y. H. Tea, 280#, 


.40 


112 








1 




30 bunches Bananas, 


.90 


27 








4 




5 brls. Flour, 


5.30 


26 


50 


1 




5 




100# Butter, 


.25 


25 


1 










7 brls., 1420^, G Sugar, 


.04i 


63 


90 


254 


40 




132 


Walker, Hill & Co., 












2 




4 crates Strawberries, 240 qts., 


8^ 


19 


20 






5 




120 doz. Eggs, 


.21 


25 


20 






3 




5 brls. Potatoes, 


3. 


• 15 








2 




28 bu. Peas, 


.90 


25 


20 










2 brls. Pickles, 


7.90 


15 


80 


1 








1 brl. Vinegar, 


15. 


15 


1 


115 


40 



ROUTINE OF BUSINESS. 

300. That you may thoroughly understand the order in which the entries appear in the different 
books, we will indicate to you the routine which is followed in handling and and keeping account oi 
the goods from the time they are received until they are finally disposed of, and Account Sales are 
rendered. This is more a matter of business practice than bookkeeping, yet it will greatly assist you 
in working up the set. 

^o. Usually a letter is received from the consignor stating that the goods have been shipped, 
And containing a Bill of Lading. This Bill of Lading is a receipt for the goods given the shipper at 
the Express or Freight Office where the goods are shipped. 

^(^6. When the goods have been received, a check is usually written for the freight by the book- 
keeper or cashier. When goods are coming in frequently, it has become the custom among railway 
and other transportation companies to present all bills for a day or a week at one time for payment, 
w\en a check may be written for the total amount. 

^c. When the goods are received, the name and address of the consignor, the number of pack- 
ages, package marks, and numbers, etc., are entered in the Beceiving-book. . The packages are then 
stencilled, as before indicated, and the stencil-number placed in the Beceiving-book. 

Note.— Usually in large oommission houses, there are two Beoeiving-books kept, known as the ** Odd " and 
** Even Day " Receiving-books. The bookkeeper writes up the " Odd Day *' Beceiving-book while the Reoeiving- 
olerk is making the entries in the ** Even Day " Receiving-book. 

^d. The goods are now ready for sale. When the sale is made, it is entered on an Order or 
Sales-blank, which contains the name of the buyer, the terms, and the items ; and, on the margin 
opposite the item is placed the stencilled number of the consignment, or any other marks that are 
necessary to identify tbe consignment to which the goods belong. 

^e. The bill is then made out by the seller or bill-clerk from the Order-blank, which is then 
passed to the bookkeeper who makes his entries in the Sales-book. If Sales-blanks are used instead 
of Order-blanks the Sales-book is not kept. (See 293.) 

^. It' is the practice in some commission houses to also enter in the Sales-book the number of 
the consignment to which each item belongs. In other commission houses, the entries are made in 
the Commission Sales-book from the Sales-blanks or Order-slips, and in that case the consignment 
. numbers are omitted in the Sales-book. The latter is preferable. 

^g. When the sales are made for cash, the Caeh-sales-slip is immediately passed to the cashier 
or bookkeeper with the cash received, who places the slip on file. The different consignments are 
credited directly from these Cash-slips in the Commission Sales-book. If a Cash-Eegister is not 
used, the Cash-sales-slips are totaled in the evening, and the amount of cash received during the 
day must equal the total of the Cash-sales-slips. 

***/i. When consignors' drafts are presented, they are charged directly i^ the consignment 
account in the Commission Sales-book. When a sight draft is paid or a time draft prepaid, the 
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COMMISSION SALES-BOOK. 
No. 2. 



B. C. Henry Centreville, Md. 



Juue 



15 100 bu. Peas, 

10 crates, 600 qts. Strawberries, 
Charges, pei freight bill, 

15 j 4 crates, 240 qts. Strawberries, 
i 28 bu. Peas. 

6 crates, 360 qts. Strawberries, 

16 60 bu. Pears, 

12 *' 

Drayage, 
Insurance, 
Commission, 5%, 

Net proceeds, Cash, 



<4 



.08 
.90 
.08 
.85 
.90 



6 



30 



00 
50 
75 



19 
25 
28 
51 
10 



135 



11 



123 



20 
20 
80 

80 



55 



45 



amoTint is entered in the Oasli Bemittanoe oolnmn in the Oash-book When time drafts are accepted^ 
they are charged to the Cash Remittance account, in the JoumaL In either case, the consignment 
must be debited for the amount in the Commission Sales-book. Where it is preferred, all drafts 
accepted may be charged directly to the personal account of the consignee in the general Ledger. 
But when this plan is adopted, the net proceeds at the time the Account Sales is rendered must be 
eredited to the consignor's account in the general Ledger. This plan necessitates the opening of 
accounts with consignors in the general Ledger, and is, therefore, objectionable. 

It sometimes occurs that consignors order goods from you on account, to be taken out of the 
net proceeds of the goods they have consigned to you. In such cases it is necessary to open an 
account in the general Ledger. If at any time the total sales do not equal the charges, when 
Account Sales are rendered, as illustrated in consignment No. 7, Florida Fruit Co., June 22, in the 
following set, they are debited in the general Ledger for the amount of the shortage. The entry 
is made from the " Remarks " column in the Account Sales Register. 

^'^ When the goods hare all been sold, or in the case of a large consigfnment when an Account 
Sales is rendered before all goods are sold, the commission, insurance, and other charges are calcu- 
lated on the Commission Sales-book, the Account Sales is made out, a check is written for the net 
proceeds, and they are then entered in the Account Sales Register. The amount of the check is 
entered from the stub into the Cash-book. This closes the transaction. 

SpeciSil Features* — ^The use of special rulings in the Journal and Cash-book ; Introduo^ 
tion of Commission Sales-book (or Consignment Ledger if preferred) and Account Sales Register. 

Accounts are kept with " Charges," "Drayage," "Storage," "Insurance," "Cash Remittances," 
«< Interest and Discount," " Expense," and " Packages Returned," in addition to the other accounta 
*< Charges" account is debited from the Cash-book for all cash paid for freight, drayage, and other 
incidental expenses on account of consignments. It is credited from the Account Sales Reg. for 
these charges, deducted when the Account Sales are rendered. " Cash Remittances " account is 
debited for all cash paid to apply on the net proceeds of sales of consignments received. It is cred- 
ited from the Account Sales Reg. with all net proceeds of consignments to be paid in cash. The 
"Charges" account should balance when Account Sales have been rendered for all consignments 
receiyed. "Cash Remittances " account should balance at any time when cash has been remitted in 
payment of all Account Sales rendered, the net proceeds of which are to be paid in cash. "Pack- 
ages Returned " is debited for all packages rettimed to you by buyers and credited for packages 
returned byyou to shippers 

Debit Merchandise for all freight bills on goods purchased for our own account Debit and 
credit Merchandise for all discounts on sales or purchases. 

NoTB.— In the transactionfl given for this set, no effort has been made to proportion the amount of expenses with 
the amount of business transacted, nor are useless repetitions made of expenses and other similar items with whioh 
the student la already familiar. The transactions are confined as much as possible to those that are peculiar to this 
and whioh will Aimiah the necessary drill in keeping the accounts and books used. 
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8ALES.BLANK. 



Date SoiiD, 
Jnne 18. 



Tebms, 
Net «0, Vio- 



Amount goijUscted. 



GEO. R HAET & CO., Comhission MzBOHAirrs, 

BALTIMORE. MD. 

Sold to National Cigar Co. 

Addbbss, Biclimond, Co State, Ya. 

Ship tia P. B. B. & B. & D. Bbmarks : Ship at once. 



Polio 703. 



Date Billed. 
Jnne 19, 

Ledger, p. 142. 



Consg't 
No. 



11 
8 



Shippers' 
Check. 






Quantity. 



10 bis. 
8 Cases. 
8 Hhds. 



Description of Goods. 
(Be explicit.) 



Leaf Tobacco. 
Penna. Leaf Tobacco. 
Md. 



<< 



<< 



Weight. 


Price. 


1360# 


1.35 


2413 


.40 


4932 


9 



Salesmen must not use these coUimnjt. 



Amount. 



1836 




965 


20 


443 


88 



Charges. 



Total. 



3245 I 08 



Memoranda of Transactions. 
June 15. 

InToices received (J.) : M. Grace & Co., Jnne 14, Vjo, Vaot S484.12; • - - Harold Wayne, Jnne 13, */io, °/eo» 

9342.42. 
Consignments received, per Beceiving-book (C. S. B.) : No. 1, Nash & Botsford, New York, 300 bunches 

Bananas ; No. 2, B. C. Harvey, Centreville, Md. , 100 bu. Peas ; 10 crates, 600 qts. Strawberries ; 

- - - No. 3, G. -), Maynard, Lntherville, Md., 80 brls. New Potatoes ; - - - No. 4, H. M. Grayson & Co., 
City, 50 brls. Flonr; - - - No. 5, Hudson Bros., York, Pa., 280# Butter ; 300 doz. Eggs ; 1400# Wool ; 290# 
Live Chickens. ^See >wa.) 

Paid cash per Check-Begister (C. B.) : Pair of Scales, $15 ; Repairs in Office, 83.60. Freight and Express 

bills for consignments, $27.35, as follows: Nash & Botsford^s Consignment, No. 1, $6.10; B. C. 

Harvey's Consignment, No. 2, 83.30; - - - G. D. Maynard's Consignment, No. 3, $4.20; - - - Hudson 
Bros'. Consignment, No. 5, 813.75; - - - Feed for Chickens, Hudson Bros'. Consignment, No. 5, 81.30. 
Bent to July 1, 835 ; - - - Warehouse Truck, $6.50; - - - Freight Bills, our %, $15.60 (Dr. Mdse.) ; 

- - - Open Insurance Policy, Mutual Co., 846.50 (Dr. Insurance). 

Credit cash in " Charges " oolamn for $27.25 freight on consignments (see 290). In the C. S. B. charge each consign- 
ment with freight paid, see 296, paragraph 1. 

Bales on %, per Order-slips (S. B.) : Smith & Bichards, ^3 Tenth St., 4 chests, 280#, Y. H. Tea, 406 ; - - - 

No. 1, 30 bunches Bananas, 90<^ ; No. 4, 5 brls. Flour, $5.30 ; No. 5, 100# Butter, 25^; 7 brls. 

G. Sugar, 1420^, 41<^. (See 292, 296-2.) 

(All sales are net 30 days, 2% 10 days. All items not having a consignment number, belong to goods handled 
on our own account, and must not be credited to any consignment.) 

Henry Waltom & Co., Arch St., No. 5, 1400# Wool, 22<^. 

Walker, Hill & Co., #94 Eutaw St., No. 2, 4 crates Strawberries, 240 qts., 8<^; - - - No. 6, 120 doz. Eggs, 

2U ; No. 3, 5 brls. Potatoes, 83.; No. 2, 28 bu. Peas. 90<^ ; 2 brls. Pickles, $7.90 ; 1 brL 

Vinegar, $15. 
Bales for Consignments, per Cash-sales slips: No. 5, 20 Chickens, 72#, 11<^; - - - No. 2, 6 crates Strawberries, 

360 qts., 8«^ ; - - - No. 2, 60 bu. Peas, 85(^ ; - - - No. 3, 15 brls. Potatoes, $2.90 ; - - - No. 5, 180# Butter, 

24<^ ; - - - No. 1, 75 bunches Bananas, 90<^. 

These items are credited to the consignments in the C. S. B. only. The cash received is included in the Cash-sales 
for the day. 

Cash-sales for the day, $5127.50. 
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RECEIVING-BOOK. 



JUNB 15, 





Cons^ 
No. 












1 


Nash & Botsford, 816 Front St., N. T., 












800 bnnohes Bananas, (8 bunches damaged). 
Oar N. C. B. R. #1037. B. & 0. R. R. 


Freight, 


6 


10 




2 


B. C. Harvey, Centreville, Md., 
100 bn. Peas, 
10 crates, 500 qts., Strawberries^ 












Steamer Neptune, 


Freight, 


8 


80 




8 


G. D. Majnard, Lntherville, Md., 
30 brls. Potatoes, 












Car #U131, N. C. R. R, 


Freight, 


4 


20 






Hudson Bros., York, Pa., 












280# Butter, 

800 doz. Eggs, 

1400# Wool, 

29U# Live Chickens, 

Car, B. & P. R. R, «7116. P. R R 


Freight, 


13 


75 










27 


35 



JXTNB 16. 

Invoice received : Fairman, Hays & Co., Chicago, June 12, Vio> Vao) 3642.60. 

Consignments received, per Receiving-book : M. Grace & Co , No. 6, 300 boxes Lemons; 20 brls. Pineapples ; 

3000# Mocha Coffee ; - - - Florida Fruit Co., Jacksonville, Fla., No. 7, 120 crates Tomatoes ; 15 brls. 

Potatoes ; 15 crates Cucumbers ; 9 boxes Oranges. 
Cash received : Fredonia Hotel, in full, $27.60. 

Credit Mdse. and close % in Customers' Ledger. 

Cash paid, per Check-Register : Produce Commission Co., $85.; - - - H. M. Grayson & Co., bill of June 12, 

$114.. less 4:%; - - - M. Grace & Co., bill of June 9, $216.12, less*5^. Freight and Express bills, 

total $25.22, as follows : M. Grace & Co.'s Consignment, No. 6, $9.80 ; - - - Florida Fruit Co.'s Con- 
signment, No. 7, $15.42. Freight bill, our %, $16.45.— Total, $41.67. 
Sales on %, per Order-slips : Marshall &Co., ^1020 Walnut St., No. 2, 12 bu. Peas, 90<^ ; - - - No. 8, 10 brls. 

New Potatoes, $3. ; - - - No. 5, 180 doz. Eggs, 20<> ; - - - 5 chests Mixed Teas, 350#, 45<^ ; - - - No. 1, 

15 bunches Bananas, 95<^. 
St Charles Hotel, No. 7, 15 brls. Potatoes, $8.50 ; - - . No. 6, 2 brls. Pineapples, $6.25 ; - - - No. 1, 5 bunches 

Bananas, $1.; - - - No. 5. 40 Live Chickens, 156#, 12<^ ; - - - No. 4, 10 brls. Flour, $5.25. 
W. T. Harford, #9 15th St., No. 6, 10 boxes Lemons, $8.50 ; - - - No. 6, 1000# Mocha Coffee, 27 J<^ ; - - - No. 

7, 5 crates Cucumbers, $2.25. 
East End Grocery, No. 5, 62^ Chickens, 12<^; - - - 1 case Mixed Canned Goods, $18.35 ; - - - 1 brl. Mackerel, 

$23 ; - - - 60^ Cod Fish, 8<^. 
Sales for Consignments, per Cash-sales slips: No. 7, 9 boxes Oranges, $3.90; - - - No. 4, 15 brls. Flour, $5.25; 

No. 1, 60 bunches Bananas, 95<^ ; - - - No. 6, 8 brls. P. Apples, $6.2 J ; No. 6, 45 boxes Lemons, $3.50 ; 

No. 7, 10 crates Cucumbers, $2.25. 

Cash-sales for the day, $441.19. 

Rendered Account Sales :is follows (A. S. R.): No. 2, B. C. Harvey, Centreville, Md., Total Sales, $185 ; 

Charges, $3.30 ; Drayage, $1.00; Insurance, 50^; Commission, 5^, $6.75; Net Proceeds in cash, $128.45; 

- - - No. 3, G. D. Maynard, Lntherville, Md., Total Sales, $88.50 ; Charges, $4.20; Drayage, $1.80; 

Insurance, 25(f; Commission, 5%", $4.43; Net Proceeds, cash, $77.82; - - - No. 5, Hudson Bros., 

York, Pa., Total Sales, $471.48; Charges, $15.05; Drayage, $2.75; Insurance, 80<^; Commission, 6%, 

$23.57; Net Proceeds, cash, $429.31. 
Checks, per Check-Register : B. C. Harvey, N. P. Con. 2, ck. No. 227, $123.45 ; - - - G. D. Maynard, N. P. 

Con. 3, ck. No. 228, $77.82 ; Hudson Bros., N. P. Con. 5, ck. No. 229, $429.31. "Cash" for Clerks 

Salaries to date, $76.00. Student withdrew $25 ; • - • Geo. R. Hart, $40.00. 
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CONSIGNMENT LEDGER. 
No. 11. 



ARNOLD & CO., Havahna, Cuba. 



June 



45 Bales Leaf Tobacco, 
Charges, per Frt. Bill, 

* ' CuBtom House Duties, 
Accepted Dft. 30 days, 
Advertising, 
Drayage, 
Storage, 
Insurance, 
Commission, 5%, 
Net proceds cash, 







June 


19 


62 


60 






1181 


25 




20 


1000 






21 


41 


50 




22 


22 


50 




23 


18 


65 






9 


42 






405 


15 






5371 


98 
05 






8103 











lObrls., 1360#, 
2 « 244#, 
5 «* 685#, 
10 ** 1542#, 
13 '* 1599#, 
5 " 615t, 



1.35 
1.10 
1.35 
1.40 
L40 
1.10 



1836 

268 

924 

2258 

2138 

676 



40 
75 
80 
GO 
50 



8103 



05 



June 18. 

« 

Consignments received, per Receiving-book: R. J. Miller, Gilpen, Md., No. 8, 25 hhds. Md. Tobacco; - - • 

Bae & Co., Chicago, No. 9, 60 brls. Mess Pork ; 30 brls. Mess Beef ; - - - Flash & Co., Chicago, No. 10, 

8000 bu. Wheat ; - - - B. C. Harvey, Centreville, Md., No. 2, 300 bu. Peas ; 20 crates Strawberries; 

- - - Hudson Bros., York, Pa., No. 6, 520# Butter; 900 doz. Eggs. 

Cash paid, per Check-Begister: Freight on Consignments, $117.65, as follows : R. J. Miller's Consignment, 
No. 8, S25; - - - Bae & Co.'s Consignment, No. 9, $34.50; - - - Flash & Co.*s Consignment, No. 10, 
$37.50 ; B. C. Harvey's Consignment, No. 1?, $11.20 ; - - - Hudson Bros*. Consignment, No. 5, 89.45. 

Sales on %, per Order-slips : Southern Packing Co., #6 & 8 Wood St., No. 2, 300 bu. Peas, 90e ; . - - 
No. 7, 120 crates Tomatoes, $1.40. 

Walker, Hill & Co., No. 9.. 20 brls. Mess Pork, $13.75 ; - - - No. 9, 15 brls. Mess Beef, $13.25 ; - - - No. 4 
20 brls. Flour, $5.15; - - - No. 1, 80 bunches Bananas, 90<^. 

Arthur Orayden & Co., 15 chests Mixed Tea, 1050#, 42<^; 1000 imported Cigars, $85.; 1500 Perfecto Cigars 
$60 M.; 8000 B. B. Cigars, $35 M.; - - - No. 8, 5 hhds. Md. Tobacco, net, 3376^, 8c. 

Hudson Bros., York, Pa., 5 chests Y. H. Tea, 850#, 35<^ ; - - - No. G, 20u^ Coffee, 28(?. 

Foster & Dean, 25 brls. Mess Pork, $13.75; - - - No. 9, 12 brls. Mess Pork, $13.75. 

Harold Wayne, No. 10. 3000 bu. Wheat, 86<t., Steamer E. P. Roberts, f. o. b. 

Sales for Consignments, per Cash»slips : No. 6, 315^ Butter, 24*? ; - - - No. 2, 13 crates Strawberries, $4.80. 

Cash received : Henry Walton & Co., bill of June 15, less 2%' ; - - - Marshall & Co., bill of June 16, less 
discount ; - - - East End Grocery, bill of June 16, less discount. 

Rendered Account Sales as follows : No. 4, H. M. Grayson & Co., Total Sales, $260.75; Drayage, 6<^ per brL; 
Storage, $2.65 ; Insurance, $1.32 ; Commission, 5%; Net Proceeds carried to the credit of their % ; - - - 
No. 7, Florida Fruit Co., Total Sales, $289.35; Charges, 15.42 ; Drayage, $3.60; Insurance, $1.45; Com- 
mission, 5% ; Net Proceeds in cash ; No. 10, Flash & Co., Chicago, Total Sales, $2580 ; Charges, $o7.50 ; 

Drayage, $7.50; Commission, 5%; Net Proceeds cash. 

Checks, per Check-Register : Florida Fruit Co., N. P. Con. 7, ck. No. 231, $254.41 ; - - - Flash & Co., N. P. 
Con. 10, ck. No. 232, $2406. 

Cash-sales to-day, $765. 

June 19. 

In voices received : M. Grace & Co., June 16, Viq, »/«, $121.50 ; Harold Wayne, June 17, Vio, Veoi $3246.84. 

Consignments received, per Receiving-book : No. 1, Nash & Botsford, 280 bunches Bananas ; No. 3, 

G. D. Maynard, 80 brls. New Potatoes ; - - - No. 11, Arnold & Co., Havana, Cuba, 45 bales Leaf Tobacco; 

- - - No. 12, Johnston & Davis, New York, 300 pails Lard, 10# each ; 2.)60# Cheese. 

Cash paid, per Check-Register : Freight bills on Consignments, $76.67, as follows : Nash & Botsford, Con. 
No. 1, $6.10; - - - G. D. Maynard, Con. No. 3, $6.55; - - - Arnold & Co., Con. No. 11, $52.60; - - 
Johnston & Davis, Con. No. 12, $1 J .42 ; Paid Custom House Duties, Arnold & Co.'s Con., No. 11, $1181.25; 

- - - M. Grace & Co.'s bill of June 12, less discount, $261.62 ; - - - Harold Wayne, bill of June 15, less 
discount. 

Sales on % ' H. M. Grayson & Co., 1000 Perfecto Cigars, $60.; 2300 B. B. Cigars, $35 M.;. No. 1, 125 

bunches Bananas, 85<^ ; No. 12, 80 pails Lard, 10# each, 11(^ ; - - - 30 chests, 2100#, Mixed Tea, 43.\ 

National Cigar Store, No. 11, 10 bales Leaf Tobacco, net, 1360^, $1.35 ; 8 cases Penn'a Seed Leaf Tobacco, 

net, 2413#, 40<^ ; > - - No. 8, 8 hhds. Md. Tobacco, net, 4932^, 9c. 
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ABSTRACT SALES-SHEET. 



GEO. R. HART & CO. 
Sales of Merchandise per Sales-blanks for Month kndinu 





Folio 
No. 


Date biUed. 


Ledger 
Page. 


Billed to 


Terms. 


Amount. 


1 

ToUl. 


701 


July 


1 


139 


Marshall & Co. 




334 


12 






1 702 




3 


147 


Kennedy & Richards, 




1312 


92 






1 703 




4 


109 


B. R. Chambers, 




922 


16 






704 






132 


S. E. Gamble, 




36 


12 








705 




7 


116 


Wilson, Bean & Hoyt, 
Mdse. %, page 36, 




347 

1 


93 


2953 


25 



JUNB 19, CONTlNUJfiD. 

cimith A Biohards, No. 12, 1360^ Cheese, 12i<p ;• - - No. 2, 7 oratea Strawberries, $4.75 ;• - - No. 1, 46 
bunches Bananas, 90<^; - - - No. 6, 1200# Coffee, 27i<^; - - - No. 6, 64 boxes Lemons, $3.50; - - • No. 
5, 650 doz. Eggs, 22<^ ; • - - No. 9, 15 brls. Mess Pork, $14. 

St. Charles Hotel, 10 brls. Mess Beef, $12.90; • - - 8 chests, 560^, Mixed Teas, 42e ^ - - - 8 boxes Ivory Soap, 
$4.15 ; - - - 240# Che8.% 13<^. 

Sales for Consignments, i)er Cash-sales slips: No. 5, 250 doz. Eggs, 2U ; • * • No. 1, 114 bnnches Bananas, 90^ ; 

- - - No 6, 87 boxes Lemons, $3.50 ; - - - No. 12, 14 pails Lard, 10# each, lO^tp ; - • - No. 11, 2 bales 
Leaf Tobacco, 244#, $1.10. 

Aisoepted Rae & Co.'s draft at 80 days' sight, favor themselves, on % of Consignment No. 9, received Jnne 
18, $500. 

£nter this acceptance in the Bills Payable book, in Journal, debiting Cash Remittance, and also in their consignment 
aoooont in the Commission 8ai«»-Book. 

Cash received on % : St. Charles Hotel, bill of June 16, less disootmt ; - • • Smith & Richards, bill of June 

15, less discount ; - - • W. T. Harford, bill of June 16, less discount. 
Rendered Account Sales as follows : No. 2, B. C. Harvey, Total Sales, $865.65 ; Charges, $11.20 ; Drayage, 

$2.50 ; Insurance, $1.25 ; Commission, 5% ; Net Proceeds remitted in cash ; • • - No. 1, Nash ft Botsford, 

Total Sales, $498; Charges, $12.20; Drayage, $11.60; Storage, $4.75; Insurance, $2.47; Commission, 

-^ ^ ; Net Proceeds cash ; On hand, 80 bunches. 
CSieoks, per Check-Register : B. C. Harvey, N. P. Con. 2, ck. No. 287, $882.42 ; - - - Nash ft Botsford, N. P 

Gon. 1, ck. No. 288, $487.88. 
Gash-sales to-day, $594.41. 

JUNB 20. 

InToioe received : Fairman, Hays ft Co., June 17, Viot '^/gn, $8764.21. 

Consignments received, per Receiving-book : No. 1, Nash ft Botsford. 315 bunches Bananas ; - • • No. 7, Flor- 
ida Fruit Co., 200 orates Tomatoes ; 40 brls. Potatoes ; 25 brls. Pineapples ; - - - No. 8, R. J. Miller, 
10 hhds. Md. Tobacco ; - - - No. 10, Flash ft Co., 4 car loads, 216p bu. Wheat ; - - - No. 4, H. M. Gray- 
son ft Co., 200 brls. Flour. 

Checks paid, per Check-Register : Consignment Freight bills, $60.49, as follows : Nash ft Botsford, No. 1, 
$6.18; - - - Florida Fruit Co., No. 7, $21.12; - - - R. J. MUler, No. 8, $10.; - - - Flash ft Co., No. 10, 
$28. 19. Freight on bill of M. Grace ft Co., $7.62. (Debit Mdse. for the last item, $7.62). 

Sales on % : East End Grocery, No. 7, 10 crates Tomatoes, $1.50 ;•• • No. 7, 5 brls. Potatoes, $8.40 ; - • • 
No. 4, 5 brls. Flour, $5.10 ; - - - No. 1, 22 bunches Bananas, $1.; - - • No. 6, 2 brls. PineappleR. 86.50 , 

- - - No.. 6, 55# Coffee, 28<r. 

6t. Charles Hotel, No. 1, 15 bunches Bananas, $1.; - - - No. 7, 7 crates Tomatoes, $1.45 ^ - - - No. 6, 10 boxes 

Lemons, $8.50 ; - - - No. 9, 2 brls. Mess Pork, $14. 

W. 7. Harford, No. 4, 10 brls. Flour, $5. 10 ; 80 bunches Bananas, 954r ; No. 7, 5 brls. Pineapples, $6. 10 

Marshall ft Co., No. 1, 25 bunches Bananas, $1.; - - - No. 6, 16 boxes Lemons, $3.50; - - - No. 7, 10 brls 

Potatoes, $8.40 ; - - - No. 4, 10 brls. Flour, $5.10 ; - - - No. 7, 14 crates Tomatoes, $1.50. 
Bales for consignments, per Cash-sales sHps : No. 8, 8 hhds., 1947^, Md. Tobacco, 9^ ; - - - No. 9, 9 brls. Mess 

Pork, $18.50 ; • - - No. 11, 5 bales, 685#, Leaf Tobacco, $1.85 ; - - • No. 12, 46 pails Lard, 460#, lU; - - - 

No. 7, 47 crates Tomatoes, $1.25; - - - No. 5, 105# Butter, 24<^; - • - No. 1, 124 bunches Bananas, 

95<^ ; - - - No. 8, 89 brls. New Potatoes, $8. 
Received cask, accounts per Customers* Ledger : The Press Club, $19.85 ; - - - Mrs. Arthui* Grayden, $14.17; 

- - - R. G. Duncan, $11.48; - - - A. J. Wells, $7.29; - - - Mrs. Marje Grace, $12.78; - - - Wm. R 
Brady, $8.85. 
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JtTNE 20, CONTINUKD. 

Taken to oxir % : Con. No. 5, 100# Butter, 24<^ ; Con. No 7, 122 crates Tomatoes, $1.25 ; Con. No. T, 

20 brls. Pineapples. $6 ; - - - Con. No. 7, 26 brls. Potatoes, 83.40. 

No entry is made except in the Commission Sales-book. 

Rendered Aoooxint Sales as follows : No. 1, Nash & Botsford, Total Sales, $179.80 ; Charges, $6.18 ; Drajage, 

$6.20 ; Storage, $2.10 ; Insurance, 85<^ ; Commission, b% ; Net Proceeds cash ; 6 Bch. spoiled ; No. 5, 

Hudson Bros. , Total Sales, $320.30 ; Charges, $9.45 ; Drayage, $2.50 ; Insurance, $1.60 ; Commission, 6%\ 
Net proceeds to personal account. 

Checks, per Check-Begister.: Nash k Botsford, N. P. Con. 1, ck. No. 241, $155.48; - • - Hudson Bros., to 
balance %, ck. No. 242, $112.23. 

Cash-sales to-day, SI 641. 11. 

June 21. 

Invoices received : Harold Wayne, June 18, Vio» "/eoi $584.41 ; M. Grace & Co., June 17, Vio» ^/m* $118.12. 
Consignments received, per Receiving-book: R. B. Scott, Shippensburg, Pa., No. 13, 4 brls. Gooseberries; 

- - - A. S. Carlin, Norfolk, Va., No. 14, 60 bu. Peas; - - - G. H. Snider, Cumberland, Md., No. 15, 
250^ Butter; 120 doz. Eggs; - - - Hudson Bros., York, Pa., No. 5, 250# Butter; - - - Nash k Botsford, 
No. 1, 300 bunches Bananas. 

Cash paid, per Check-Register, Freights on Consignments $13.53, as follows : Cod No. 13, $1.20 ; Con. 

No. 14, $1.85 ; - - - Con. No. 15, $2.40 ; - - - Con. No. 5, $1.93 ; - - - Con. No. 1, $6.15 ; - - - Paid for bagging 
Wheat belonging to Con. No. 10, ck. No. 244, $66.96 ; (Bags 1080 @ 5(|! ; Labor 60<^ per 100 bu.); Pre- 
paid R. J. Miller's draft at 30 days* sight on % of Con. No. 8, $265*; For packages returned, $9.60t ; 

Prepaid Florida Fruit Co.'a draft at 3 days' sight, % Con. No. 7, $247.27* ; Accepted Arnold & 

Co.'s dra t at 30 days, % Con. No. 11, $1000 ( J) * ; Paid M. Grace & Co.'s bill of June 15, less dis- 
count ; Paid our acceptance due to-day. 

Credit for packages returned : Southern Packing Co., 120 crates, 10<^ ; - - - Smith k Richards, 17 crates, 
10<^ ; - - - St. Charles Hotel, 2 Chicken orates @ $1. 

Sales on % : Henry Walton & Co., No. 11, 10 bales, 1542#, Leaf Tobacco, $1.40; - - - No. 8, 10 bhds. Md. 
Tobacco, 6241^, 10$. 

Smith & Richards, No. 9, 15 brls. Mess Beef, $13.50 ; - - - No. 6, 100 boxes Lemons, $3.50; - - - No. 6, 
545# Coffee, 28<^ ; - - - No. 6, 8 brls. Pineapples, $6.50. 

Foster & Dean, No. 12, 1000# Cheese, 12J(t; - - - No. 12, 160 paUs Lard, 1600^, ll<p ; - - - No. 15, 120 doz. 
Eggs, 22<^. 

Southern Packing Co., No. 14, 60 bu. Peas, 85<^; - - - No. 13, 4 brls. Gooseberries, 880^, 4<?. 

Marshall & Co., No. 5, 250# Butter, 26<^ ; No. 15, 250# Butter, 23<{5 ; No. 1, 75 bunches Bananas, 95<?. 

Sales for consignments, per Cash-slips : No. 1, 225 bunches Bananas, 90(? ; - - - No. 4, 18 brls. Flour, $5. , 

- - - No. 1, 153 bunches Bananas, 80<^ ; - - No. 3, 41 brls. New Potatoes, $3. ; - - - No. 10, 2160 bu. 
Wheat, b7<t ; No. 6, 18 boxes Lemons, $3.50. 

Taken to our % : Con. No. 9, 2 brls. M. Pork, $13.50. 

Received cash as follows : Southern Packing Co., balance of bill of June 18, less discount ; on whole bill 

....Arthur Gray den & Co., bill of June 18, less discount. 

Returned to Florida Fruit Co., No. 7^ 137 crates, 15<^; - - - Hudson Bros., No. 5, 2 Cbicken crates, @ $1.25. 

Charge these items in C. S. li. Packages returned will !i ^ credited from the A. S. R. 

Rendered Account Sales as follows : No. 1, Nash & Botsford, Total Sales, $396.15 ; Charges, $6.15 ; Drayage, 
$3.15; Storage, $1.80; Commission, ^% \ Net Proceeds remitted in cash; - - - No. 3, G. D. Maynard, 
Total Sales, $240.; Charges, $6.55; Drayage, $3.60; Insurance 50i ; Commission, b%\ Net Proceeds 
cash; - - - No. 5, Hudson Bros., Total Sales, $65. ; Charges, $1.93; Drayage, 25<^ ; Commission, b%\ 
Returned packages, $2.50 ; Net Proceeds cash ; - - - No. 6, M. Grace & Co., Total Sales, $2006.50 ; Charges, 
$9.80; Drayage, $8.20; Storage, 3.65; Insurance, $5.35; Commission, h%\ Net Proceeds in cash; - - - 
No. 7, Florida Fruit Co., Total Sales, $543.90 ; Charges, $21.12 ; Drayage, $4.95 ; Insurance, 90(^; Commis- 
sion, b% ; Net Proceeds in cash ; No. 9, Rae & Co., Total Sales, $1227.75 ; Charges, $34.50 ; Drayage, 

$45 ; Storage, $9 ; Insurance, $12. ; Commission, b% ; Net Proceeds, less acceptance, in cash ; - - - No. 
10, Flash & Co., Total Sales, $1879.20; Charges, $23.19 and $66.96; Drayage, $5.40; Commission, b%\ 
Net Proceeds in cash : - - - No. 12, Johnston & Davis, Total Sales, $624.30; Charges, $11.42 ; Drayage, 
$3.50 ; Commission, b% ; Net Proceeds cash ; ^ - - No. 13, Total Sales, $35.20 ; Charges, $1.20 ; Drayage, 
60<^ ; Commission, b% ; Net Proceeds in cash ; - - - No. 14, A, S. Carlin, Total Sales, $51. ; Charges, 

$1.85 ; Drayage, $1.20 ; Commission, b% ; Net Proceeds in cash ; . No. 15, G. H. Snider, Total Sales, 

$83.90; Charges, $2.40 ; Drayage, $1.05 ; Commission, b% : Net Proceeds cash. 

• Debit " Cash Remittance " and enter In C. S. B. 
t Debit " Packages Returned." (C. B.) 
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June 21, Continxted. 

Checks, per Check-Begister : Nash & Botsford, N. P. No. 1, $365.24; - - - G. D. Maynard, N. P. No. 3, 
$217.36; - - - Hndson Bros., N. P. No. 5, $67.07; - - - M. Grace & Co., N. P. No. 6, $1879.17; - - - 
Florida Fruit Co., N. P. No. 7, $221.91 ; - - - Rae & Co., N. P. No. 9, $566.86 ; - - - Flash & Co., 
N. P. No. 10, $1689.69; - - - Johnston & Davis, N. P. No. 12, $678.16; - - - B. B. Scott, N. P. No. 
13, $31.64; - - - A. S. Oarlin, N. P. No. 14, $45.40; - - - G. H. Snyder, N. P. Con. No. 15. $76.25. 
- - - Fairman, Hays & Co., bill of June 16, less discount. 

Gash-sales to day, $2987.92. 

INSTRUCTIONS FOR CLOSING THE LEDGER, JUNE 21. 

After you have entered and posted the foregoing transactions, you will proceed to close the 
Ledger, as you have been heretofore instructed. (See I^ 2, 3, 4, 5, 6, 7, 8, page 76.) As has been indi- 
cated to you under the head of "Special Instructions," page 129, you have on yotfr books several 
accounts that have not been required in any previous set. Carefully study these accounts, and 
determine what they represent; whether resources and liabilities, or losses or gains. You can 
discover this by determining for what they are debited and credited. 

As the routine for closing the Ledger has been fuUy explained to you, it is unnecessary to give 
you further instructions. You will observe that the credit side of Merchandise is largely in excess 
of the debit side. This excess is caused by the sales of merchandise belonging to consignments for 
which no Account Sales have been rendered, and consequently Merchandise has not been debited. 
In order to have the Mdse. account show correct results, the amount of the total sales in the Com- 
mission Sales-book in accounts which are not closed, and for which no Account Sales have been 
rendered, must be entered on the debit side of Merchandise. This entry is made in the form of an 
Inventory which is indicated below. 

The Inventory is brought down on the credit side of the account, which is directly the opposite 
of the usual resource inventorv on hand. 

Inventories, June 21. 

Resonrce Inventories : Famitnre and Fixtures, $20. ; - - - Horses and Wagon, $440. ; - - - Insurance, Unex- 
pired policy, $35.12 ; Returned packages, $9.60 ; Merchandise, $6465.67 ; Commission, 5%, 

on $6918.66, sales of merchandise effected for which no Account Sales has been rendered, $345.93. 

Liability Inventories : Merchandise, — for sales effected per Commission Sales-book for which no Account Sales 
have been rendered, $6918.66. (No. 4, $217.50; No. 8, $1513.21 ; No. 11, $5187.95). Salaries unpaid, 
$48.50 ;--- Gas bill, $3.20. 

Cash Eemittances account shows a debit balance of $1265., which is the amount of two drafts 
accepted on account of consignments received, for which Account Sales have not been rendered 
When these accounts are closed, and Account Sales are rendered, this account will balance. 

Charges account will balance only when Account Sales are rendered for all the consignments 
received. 

When you have prepared your Balance Sheet, submit it to your teacher, and if it is found 
correct, you will proceed to close the Ledger, after which you will continue the business as here- 
tofore. 

Memoranda of Tbansactions. 

June 22. 

Ck)nsignments received, per Beceiving-book : Milfred Ludson, Norfolk, Ya., No. 16, 60 crates Tomatoes ; • - • 

J. E. Harrison, Milford, Del., No. 17, 17 baskets Peaches ; - - - A. S. Carlin, No. 14, 45 bu. Peas ; 

R. B. Scott, No. 13, 7 brls. Gooseberries ; - • - Florida Fruit Co., No. 7, 200 heads Cabbage ; - - - M. 
Grace & Co., No. 6, 30 brls. Pineapples ; - - - G. H. Snyder, No. 15, 180# Butter. 

Gash paid, per Check-Begister : Freight on consignments, $15., as follows : No. 16, $2.40; - - - No. 17, 
$1.02 ; - - - No. 14, $1.62 ; -.- - No. 13, $1.41 ; - - - No. 7, $3.65 ; - - - No. 6, $3.45 ; - - - No. 15, $1.45. 
Freight bills on merchandise purchased, $34.24; - - - For Hay and Feed, $11.45; - - - Geo. B. Hart, 
$114.50 ; - - - M. Grace & Co., bill of June 19, less discount ; - - - Harold Wayne, bill of June 19, less 
discount. 

Beceived cash as follows : National Cigar Co. , for bill of June 19, less discount. 
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June 22, Continuxd. 

Sales on %: Produce Commission Co., No. 6, 15 brls. Pineapples, $6.10. 

Mrs. Marje Grace, No. 16, 8 orates Tomatoes, ftl.20: - - - No. 15, 25^ Bntter, 8(H; - - - No. 18, 1 brL 
Gooseberries, 225^, 44^; - - - No. 6, 1 brl. Pineapples, $6.50; - - - No. 4, 2 brls. Flonr, $5.10 ^'HfeL^ 

Walker, Hill k Co., No. 4, 25 brls. Flour, $5.; - - - No. 7, 100 heads Cabbage, 8^; No. 15, 155# Butter, 

30<fc ; - - - No. 17, 8 baskets Peaches, $4.25. 

Southern Packing Co., No. 7, 100 heads Cabbage, 8<^; - - - No. 13, 6 brls. Gooseberries, 1345#, 4^; - . - 
No. 17, 9 baskets Peaches, $4.25 ; - - - No. 14, 45 bu. Peas, 804^; - - - No. 16, 57 crates Tomatoes, 
$1.20 ; - - - No. 6, 10 brls. Pineapples, $6.50. 

National Cigar Co., No. 11, 13 bales Leaf Tobacco, 1599#, $1.40 ; 14000 B. B. Cigars, $35.; - - - No. 8. 9 

hhds. Md. Tobacco, 5484^, 8^. 

Arthur Grayden & Co. , 8000 Perf ecto Cigars, $60. ; - - - 15000 B. B. Cigars, $35. 

Harold Wayne, 200 brls. Mess Pork, $14.10. 

Fairman, Hays & Co., 80 chests Mixed lea, 5600#, 40^. 

Sales for consignments, per Cash-slips : No. 6. 4 brls. Pineapples, $6.50 ; - - - No. 4, 45 brls. Flour, $5. 

Returned Packages: Florida Fruit Co., No. 7, $14.35. 

Paid in cash : 5 days' labor, $1.25 ; Horse shoeing, $3.15 ; Painting sign, $5.50. 

Bemitted Account Sales as follows: No. G, M. Grace & Co., Total Sales, $189.; Charges, $3.45; Dray age, 
$l.hO; Commission, b%\ Net Proceeds in cash; - - - No. 7, Florida Fruit Co., Total Sales, $16; 
Charges, $3.65; Betumed packages, $14.35; Commission, 80<^; Balance due us, $2.80 (which is brought 
down as a debit to the next account ; debit F. F. Co. in Remarks Col. A. S. B.); - - - No. 8, R. J. Miller. 
Total Sales, $1951.93 ; Charges, $35 ; Drayage, $17.50 ; Storage. $3.50 ; Insurance, $8.30 ; Com. b% ; Net 
Proceeds, less draft, in cash; > - - No. 13, R. B. Scott, Total Sales, $62.80; Charges, $1.41; Drayage 
$1.05 ; Commission, b% ; Net Proceeds cash ; - • - No. 14, A. S. Carlin, Total Sales, $36., Charges, $1.62 
Drayage, $1.85; Commission, b%\ Net Proceeds in cash; - - - No. 15, G. H. Snider, Total Sales, $54. 
Charges, $1.45; Drayage, 90^; Commission, tt%\ Net Proceeds cash; - - - No. 16, Milfred Ludson 
Total Sales, $72 ; Charges, $2.40 ; Drayage, $2.40 ; Commission, b% ; Net Proceeds in cash ; - - 
No. 17, J. E. Harrison, Total Sales, $72.25; Charges, $1.02; Drayage, 51<^; Commission, 5%; Net 
Proceeds in cash. 

Remitted Net Proceeds as follows : M. Grace & Co., Con. 6, $174.30 ; - - - R. J. Miller, Con. 8, $1525.03; 
- - - R. B. Scott, Con. 13, $57.20 ; - - - A. S. Carlin, Con. 14, $30.73 ; - - - G. H. Snider, Con. 15, 
$48.95; - - - Milfred Ludson, Con. 16, $63.60; - - - J. E. Harrison, Con. 17, $67.11. 

Cash-sales to-day, $392.45. 

JXTNB 23. 

Consignments received, per Receiving-book: Florida Fruit Co., No. 7, 1 car, 1060 Watermelons ; 40 brls. 

Cantaloupes ; - • - Milfred Ludson, No. 16, 45 bu. Peanuts ; 90 crates Tomatoes ; - - - Johnston k 

Davis, No. 12, 450 pails Lard, 10 and 12^ each; - - - Hudson Bros., No. 5, 10000^ Wool ; - - • M. 

Grace & Co., No. 6, 125 brls. Pineapples. 
Cash paid per Check-Register : Freight on consignments, $67.39, as follows: No. 7, $21.50 ; . - - No. 16. 

$5.40; No. 12, $18.15; - - - No. 5, $9.22; - - - No. 6, $13.12. Advertising Leaf Tobacco, Con. 

No. 11, $41.50. 
Received cash as follows: H. M. Grayson k Co., to balance %;•--- Mrs. Marje Grace, $36.80t; - - - Smith k 

Richards, to balance %, less discount on bills - - - Henry Walton k Co., bill of June 21, less discount. 
Sales on % : M. Grace k Co., 80 brls. Mess Pork, $13.80 ; - - - No. 16, 20 bu. Peanuts, $1.25 ; - - - No. 5. 

8000# Wool, 22<^. 
Hudson Bros. : 10 chests Mixed Teas, 700^, 40<^. 
St. Charles Hotel : No. 16, 10 crates Tomatoes, $1.25 ; No. 6, 5 brls. Pineapples, $6.50 ; - • - No. 7, 25 Water 

mfclons, 18<^ ; No. 12, 20 pails, 240^, Lard, 11<^ ; 5 chests Mixed Tea, 350#, 40<h. 

W. T. Harford: No. 4, 15 brls. Flour, $5.00; - - - 15 chests Mixed Teas, 1050#, 40<k. 

Henry Walton & Co. : No. 5, 2000^ Wool, 22<^. 

Arthur Grayden k Co. : No. 11, 5 bales, 615#, Leaf Tobacco, $1.10. 

Sales for consignments per Cash-slips : No. 6, 14 brls. , Pineapples, $6.50; - - - No. 12, 17 pails Lard, 170^^ 

11<^; - - - No. 16, 14 bu. Peanuts, $1.25 ; - - - No. 7, 2 brls. Cantaloupes, $5.75. 
Remitted Account Sales as follows: No.41, Arnold k Co., Total Sales, $8103.05; Charges, $1275.35; Drayage, 

$22.50 ; Storage, $18.65 ; Insurance, $9.42 ; Commission, b% ; Net Proceeds paid in cash, less acceptance. 
Remitted Net Proceeds as follows, per Cash-Register : Arnold k Co., Con. 11, $5371.98. 
Cash-sales to-day, $446.97. 

Paid salaries of clerks, warehousemen, and draymen, $96.50. 
* Less discount on bill of June 19. 
t This bill was sold "net." No discount allowed. 
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JuNB 25. 

Invoices received: S. S. Martin & Co., bill of June 23, Vio, Vgo* 8109.11; - - - Harold Wayne, bill of 9iine 24, 
»/io, V«, »1616.42. 

Consignments received : J. E. Harrison, No. 17, 89 baskets of Peaches ; - - - Nash & Botsford, No. 1, 314 
bunches Bananas ; - - - Charles A. Parker, Harrisbnrg, Pa., No. 18, 5 brls. Cherries ; - - - B. C. Harvey, 
No. 2, 4 crates Strawberries, 8 crates Raspberries ; - - - B. B. Scott, No. 18, 16 brls. Gooseberries ; - - - 
G. D. Maynard, No. 3, 15 brls. New Potatoes ; - - - G. H. Snider, No. 15, 214# Bntter. 

Paid cash per Check- Begister : Freight on consignments, $32.88, as follows: No. 17, $2.16; - - - No. 18, 
$4.45 ; - - - No. 1, $6.20 ; - - - No. 2, $1.87 ; - - - No. 13, $9.75 ; - - - No. 3, $6.50 ; - - - No. 15, $1.95. 

Bales on acconnt : The Press Clnb, No. 15, 114# Bntter, 30<^ ; - - - No. 16, 4 crates Tomatoes, $1.25; - - - 
No. 17, 8 baskets Peaches, $4.15. 

Bales for consignments per Cash-slips : No. 1, 263 bunches Bananas, 80<^ ; - - - No. 2, 8 crates Raspberries, 

$4.95; No. 4, 18 brls. Flonr, $5.00; - - - No. 7, 417 Watermelons, 17^ ; - - - No. 12, 41 pails 

Lard, 440#, 11<^; - - - No. 16, 7 crates Tomatoes, $1.25; - - - No. 2, 4 crates Strawberries, $4.35; - - - 

No. 3, 11 brls. Potatoes, $2.95 ; No. 6, 24 brls. Pineapples, $6.50 ; - - - No. 7, 13 brls. Cantaloupes, 

$5.75 ; - - - No. 17, 14 baskets Peaches, $4 ; - - - No. 13, 12 brls. Gooseberries, 2687#, 4<^ ; - - - No. 18, 
n brls. Cherries, 1112#, 3<^. 

Paid cash for Postal Cards and Printing, $11.50 ; - - - Bill for general advertising, $35.20. 

Gash-sales to-day, $1009.49. 

JUNB 26. 

Invoices received : M. Grace & Co., June 23, Vio» °/so> $220. 

Cash paid per Check-Begister : Freight on M. Grace & Co.*s bill, $7.16. 

Sales on account : Hudson Bros., 5000 B. B. Cigars, $85.; 1000 Key West, $75. 

Foster & Dean, No. 15, 100# Butter, 30<^. 

Sales for consignments per Cash-slips : No. 1, 46 bunches Bananas, 90<^ ; - - - No. 3, 4 brls. Potatoes, $2.90 : 
- - - No. 4, 25 brls. Flour, $5 ; - - - No. 6, 19 brls. Pineapples, $6.50 ; - - - No. 7, 465 Watermelons, 

16t^ ; - - . No. 7, 16 brls. Cantaloupes, $5.76 ; No. 12, 27 pails Lard, 270#, 12<^ ; - - - No. 13, 4 brls. 

Gooseberries, 810^^, ^^; No. 16, 41 crates Tomatoes, $1.20 ; - - - No. 17, 17 baskets Peaches, $4.10. 

Received cash as follows : Walker, Hill & Co., in full of account, less discount on bills of June 18 and 22 ; - - • 
St. Charles Hotel, balance of account to June 20, less discount on bills of June 19 and 20 ; - - • National 
Cigar Co., bill of June 22, less discount. 

Rendered Account Sales as follows : No. 2, B. C. Harvey, Total Sales, $57 ; Charges, $1.87 ; Commission, S%; 
Net Proceeds in cash ; - - - No. 3, G. D. Maynard, Total Sales, $44.05 ; Charges, $6.50 ; Drayage, 90<p ; 
Commission, 6%; Net Proceeds cash ; - - - No. 5, Hudson Bros., Total Sales, $2200; Charges, $9.22; 
Drayage, $3.60 ; Commission, 5% ; Net Proceeds to credit of their account ; - - - No. 13, B. B. Scott, 
Total Sales, $143.93; Charges, $9.75; Drayage, 96<^; Commission, S% ; Net Proceeds in cash; - - - 
No. 16, G. H. Snider, Total Sales, $64.20 ; Charges, $1.95 ; Drayage, 66^ ; Commission, 5% ; Net Proceeds 
in cash; - - - No. 17, J. E. Harrison, Total Sales, $158.90; Charges, $2.16; Drayage, $1.17; Commis- 
sion, S%; Net Proceeds cash; No. 18, Chas. A. Parker, Total Sales, $33.36; Charges, $4.45; 

Tyr&jt^e, 42^ ; Commission, S% ; Net Proceeds in cash. 

Remitted cash for Net Proceeds as follows : No. 2, $50.57 ; - - - No. 3, $34.45 ; - - - No. 13, $121.71 ; - • - 
No. 15, $58.39 . No. 17, $142.86 ; No. 18, $25.82. 

Accepted Hudson Bros.'s draft at 30 days on account, $1250. (J.) (Debit Hudson Bros.) 

Accepted Johnston & Davis* draft, 10 days on account of consignment No. 12, $216.10. 

Prepaid Florida Fruit Co.'s draft at 60 days on account of consignment No. 7, $118.50. 

Cash-sales to-da^, $714.21. 

Paid cash per Check-Register : Fairman, Hays & Co., bill of June 20, less discount. 

JUNB 27. 

Consignments received per Receiving-book: R. J. Miller, No. 8. 10 hhds. Md. Tobacco; - - - Rae & Co., 

Chicago, No. 9, 75 brls. Mess Pork ; - - - Flash & Co., No. 10, 1975 bu. Wheat. 
Faid Freight on consignments, per Check-Register, $56.15, as follows : No. 8, $10 ; - • - No. 9, $31.73; - - • 

No. 10, $14.42. 
Prepaid our acceptance of June 2, less discount to maturity ; also our acceptance of June 19, less discount to 

maturity ; - - - Harold Wayne, for bill of June 21, less discount. 
Received cash as follows : Produce Com. Co., for bill of June 22, less discount. 
Credit for packages returned : Southern Packing Co., 57 crates, 10<^ ; - - - Returned above packages to Milfred 

Ludson, Con. No. 16, 15^ each. 
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June 27, Continukd. 

Sales on % : Walker, Hill k Co., No. 12, 46 pails Lard, 484#, 12<^ ; - - - 8 chests, 660# Mixed Teas, 45^ ; - - • 
No. 16, 28 crates Tomatoes, 91.20. 

Smith k Bichards : No. 9, 15 brls. Mess Pork, $12.40 ; - - - No. 7, 9 brls. Cantalonpes, $5.60 ; - - - No. 7, 150 
Watermelons, 16^. 

Foster k Dean, No. 4, 27 brls. Flour, 95. 

Cash-sales : No. 8, 2 hhds. Tobacco, 1304^, 9}^ ; - - - No. 9, 8 brls. Mess Pork, $13. 

Rendered Account Sales as follows : No. 1, Nash k Botsford,' Total sales, $251.80 ; Charges, $6.20 ; Draja^e, 
1<^ per bunch ; Commission, b%^ Net Proceeds in cash ; Beport 5 bunches spoiled ; No. 4, H. M. Grayson, 
Total Sales, $1002.70 ; Drayage, 6<^ per brl.; Storage, 1^ per brl.; Insurance, 1% ; Commission, b%i Net 

Proceeds credited ; No. 7, Florida Fruit Co., Total Sales, $402.44; Charges, $21.50 ; Drayage, \^ on 

Melons, 6<^ on brls.; Insurance, ^%\ Commission, ^%\ Credit to personal account, $2.80; Net ProceedjB, 
less draf I, in cash. 

Checks, per Check-Register: Nash k Botsford, N. P. No. 1, $229.87; - - - Florida Fruit Co., N. P. No. 7, 
$219.24. 

Cash-sales to-day, $526.28. 

JUNB 28. 

Consignments received : B. B. Scott, No. 18, 8 brls. Gooseberries ; - - - J. £. Harrison, No. 17, 16 basketB 

Peaches. 
Paid cash, per Check-Begister : Freight on consignments, $2.07, as follows : No. 13, 98<^ ; - - - No. 17, $1.09. 

Bag hire. Con. No. 10, $19.74. 
Sales on % : East End Grocery, No. 16, 11 bu. Peanuts, $1.25 - - - No. 12, 20 Pails, 212# Lard, 12i<^ ; 

No. 9, 4 brls. Mess Pork, $13. 12^. 
Arthur Grayden & Co., No. 10, 955 bu. Wheat, 90<^ ; - - - No. 8, 3 hhds., 1845#, Tobacco, 9^. 
Sales for consignments, per Cash-slips : No. 6, 22 brls. Pineapples, $6.50 ; - - - No. 9, 18 brls. Mess Pork, 

$13.10; - - - No. 13, 3 brls, 675#, Gooseberries, 4<^ ; - - - No. 17, 12 baskets Peaches, $3.90. 
Beceived cash as follows : Harold Wayne, bills of June 18 and 22, less discount ; - - - Fairman, Hays k Co., 

bill of June 22, less discount ; - - - Marshall k Co., bills of June 20 and 21, less discount ; - - - W. 

T. Harford, bills of June 20 and 23, less discount ; - - - Beceived cash, less discount, for notes received 

June 1 and 11. 
Cash-sales to-daj, $531.23. 

JUNB 29. 

Sales on % : Henry Walton k Co., No. 17, 4 baskets Peaches, $4 ; • • - No. 12, 200 pails Lard, 2400^, 12}4; 
- - - No. 9, 30 brls. Mess Pork, $13. 

Arthur Grayden k Co., No. 8, 5 hhds., 3004^^, Leaf Tobacco, 9<^ ; - - - No. 6, 35 brls. Pineapples, $6.50. 

Sales for consignments, per Cash-slips : No. 6, 6 brls. Pineapples, $6.50 ; - - - No. 9, 5 brls. Mess Pork, 
$13.20; - - - No. 10, 1020 bu. Wheat, 90<^ ; - - - No. 12, 79 pails, 796#, Lard, 12(^. 

Bendered Account Sales as follows : No. 6, M. Grace & Co., Total Sales, $812.50 ; Charges, $13.12 ; Drayage, 
$7.50; Storage, $1.45; Insurance, \%\ Commission, b%\ Net Proceds remitted in cash; - - - No. 8, 
B. J. Miller, Total Sales, $560.29 : Charges, $10. ; Drayage, $5 ; Storage, 60(^ ; Insurance, lU ; Commis- 
sion b%\ Net Proceeds cash; No. 9, Bae k Co., Total Sales, $969.30; Charges, $31.73; Drayage, 

$37.50 ; Storage, $1.13 ; Insurance, ^% ; Commission, b% ; Net Proceeds cash ; No. 10, Total Sales, 

$1777.50; Charges, $34.16; Drayage, $8.37; Commission, b%\ Net Proceeds in cash; No. 12, 

Total Sales, $606; Charges, $18.15; Drayage, $4.50; Insurance, 1% \ Commission, b% \ Net Proceeds, 
less acceptance, in cash ; - - - No. 13, Total Sales, $27. ; Charges, 98<^ ; Commission, §% ; Net Proceeds 
cash; - - - No. 16, Milfred Ludson, Total Sales, $165.30; Charges, $5.40; Drayage, $2.70; Commis- 
sion S% ; Beturnod Packages, $8.55 ; Net Proceeds remitted in cash ; - - - No. 17, J. E. Harrison, Total 
Sales. 862.80 ; Freight, $1.09 ; Commission, 8% ; Net Proceeds in cash. 

Bemitted checks for Net Proceeds of consignments, per Check-Begister: M. Grace k Co., Con. 6, N. P., 

;g748.78; B. J. Miller, Con. 8, N. P., $515.97; - - - Bae & Co., Con. 9, N. P., $849.26; - - - 

Flash & Co., Con. 10, N. P., $1646.09; - - - Johnston k Davis, Con. 12, N. P., $336.19; - - - B. B, 
Scott, Con. 13, N. P., 824.67; - - - Milfred Ludson, Con. 16, N. P., $135.43; - - - J. E. Harrison, 

Con. 17, N. P., $56.69. 

Cash-sales to-day, $1214.75. 

Inventobies, June 30. 
Mdne., $2163.50; - - - Furniture and Fixtures, $15.; . . . Horses and Wagon, $450. 
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When jou have posted the foregoing transactions, you may proceed to take a trial balance and 
make out a Balance Sheet. The Inventories are given on page 138. Do not close the Ledger until you 
kave submitted your Balance Sheet and your books to the teacher. 

If you are not sufficiently familiar with your work to understand it thoroughly, you will b( 
instmcted to close the Ledger as heretofore, after which you will be furnished with transactions to 
continue the set until you have mastered it. 

If, however, your teacher instructs you to proceed, you may then enter the following receipts 
and payments of cash, which will close all the accounts in the Ledger except those showing losses 
and g'ains. Take a trial balance to see that your Ledger is still in balance, and then close all 
accounts into Loss and Gain, and when you have closed that account into the partners' accounts, the 
balance of cash on hand should exactly equal the net capital of the proprietors. Each partner will 
withdraw his net capital. You will, therefore, credit cash and debit the proprietors' accounts, which 
will close your books entirely. 

June 80. 

Received cash as follows : The Press Clnb, bill of June 25, less discount ; - - - Smith & Bichards, bill of 
June 27, less discount ; - - - Walker, Hill & Co., bill of June 27, less disconnt ; - - - St. Charles Hotel, 
bill of June 23, less disconnt ; •* - - East End Grocery, bills of June 20 and 28, less disconnt ; - - - Southern 
Packing Co., balance on %, less discount on bills of June 21 and 22 ; - - - Arthur Gray den & Co., in full 
for bills of June 22, 23, 28 and 29, less discount ; - - - Foster & Dean, in full of %, less discount, on bills 
of June 21, 26, and 27 ; - - - Henry Walton & Co., in full of %, less disconnt ; M. Grace & Co., balance 
of %, less discount, on our bill of June 23. They deduct discount from their bills of June 21 and 26. 

Paid checks, per Check-Begister : H. M. Grayson & Co., in full of % ; S. S. Martin & Co., bill of June 

25, less disconnt ; Harold Wayne, in full of June 25, less discount ; - - - Prepaid acceptances of the 

21 and 26th, less discount to maturity ; - - - Hudson Bros., balance on account. 

Cancelled policy with Insurance Co., they allowed us cash rebate on policy for unexpired time. $23.50 ; - - • 
Sold Furniture and Fixtures for cash, $15 ; Horses and Wagon, $465 ; Sold the Mdse. remaining on hand 
at auction. Cash received after paying Auctioneer's commission, $1985. 
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QUESTIONS. 



1. Explain the Cash-book and its use. ^^ 

2. Explain the Sales-book and its use. ^^ 

3. Explain the Bill-booSs and their use. *^ 

4. How are business papers briefed and filed ? ^^a, 

5. Explain Shipment and Consignment accounts. ^^ 

6. Shipment accounts are debited and credited for 

what ? 2^244 

7. Consignment accounts are debited and credited for 

what ? 230-251 

8. For what are private accounts debited and cred- 

ited ? 2» 

9. For what are branch store accounts debited and 

credited ? 2*7-2m 

10. How may the explanation-column be used in the 

Ledger ? 2<* 

11. Explain Single Entry bookkeeping. ^^ 

12. What books are used ? ^ 



13. 
14. 
15. 
16. 

17. 

18. 

19. 
20. 
21. 
22. 
23. 



What principles of debit and credit apply in 

Single Entry ? ^i 
How are statements made from Single Entry 

books ? 274 
How are books changed from Single to Double 

Entry? 
How are books changed from Double to Single 

Entry ? 
Explain the Customers* Ledger and its use. 284 
What books are generally used in the Commission 

business ? 2a 
How is the Cash-book ruled ? 2«> 
Explain the use of the Petty Cash-book. 29i 
How may the Sales-book be dispensed with ? "* 
Explain the Account Sales Register. 294 
Explain the Commission Sales-book and Consign* 

ment Ledger ? 2^' 2»a. 
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GENERAL INFORMATION 

AND HINTS FOR THE BOOKKEEPER. 

The general informatioii contained in the following paragraphs are intended to suggest to the 
bookkeeper, and especially the beginner, a number of practical points and ideas, which will be found 
useful from time to time in all lines of accounting. They have been gathered from many sources, 
but mostly from practical experience and observation in counting rooms and offices. No attempt 
has been made to give elaborate explanations, and but a few of the many suggestions that might 
be offered have been given. The practical accountant and bookkeeper can readily elaborate the 
suggestions offered under the different heads so as to apply them to his particular needs. To the 
student they should prove of great value. We cannot too strongly impress upon the novice in 
accounts the importance of being continually on the look-out for new ideas which will tend to make 
him well informed in all the branches and departments of his chosen profession. The work of the 
bookkeeper and accountant is at best arduous and burdensome, and he should adopt every opportun- 
ity to lessen his work and increase his proficiency. 

PriVSLte Accounts' — As already mentioned (sde 255), a private account is usually kept with 
the proprietor or with each partner of the firm. The failure to keep such an account has, in many 
cases, led to reckless extravagance that consumed all the profits of the business, and more too, 
thus causing a financial ruin. 

Interest Partnerships are sometimes formed with an agreement that each partner is to receive 
interest on his net investment of capital, or to be charged with interest on the amount of his with- 
drawals during the year. Sometimes it is provided in the partnership contract that each partner 
shall invest a fixed proportion or part of the capital. (See page 103.) In such cases it is usually 
agreed that each partner shall be allowed interest at a certain rate per cent, on the amount he invests 
more than his proportion, or charged interest on the amount he invests less than his proportion All 
such allowances or charges for interest should be adjusted between the partners as illustrated on 
page 102. 

Salaries may or may not be allowed the partners in addition to the above-mentioned stipulations 
regarding interest on the capital. These are matters that should be decided upon at the time the 
partnership is formed and the agreement regarding salaries, as well as other stipulations, should be 
included in the Articles of Copartnership. (See page 97. ) 

Sometimes salaries are allowed to certain members of the firm for special duties performed by 
them, the other partners receiving no salaries but depending on their respective shares of the net 
profits of the business. All salaries allowed to partners should be credited regularly in their private 
accounts. 

The PriYSLtB LedgeT. — ^Most business men prefer not to have their private affairs, such as 
their capital, gains and losses, etc., shown in the General Ledger, as it is more or less public To 
secure these facts from the public, a Private Ledger may be kept, to which only the confidential 
clerk or bookkeeper and the proprietors have access. In it are entered the Proprietary, Loss and 
Gain, and such other accounts as may be desired. Frequently the important property accounts 
showing losses and gains are also kept in this book. 

When such a Private Ledger is kept, the opening entries for the investments of the proprietor 
or partners, and all subsequent investments and withdrawals of capital are made in a Private 
Journal 

Only the aggregate debit or credit balance of the accounts in the Private Ledger is shown in 
the trial balance ; the words " Private Ledger " being used to show where the balance is from. In 
other words, when the trial balance is taken, the Private Ledger is treated as though it were a single 
account in the General Ledger. In this way the trial balance shows nothing concerning the private 
affairs of the proprietors. 

Note.— In our experience we have known all accounts showing gains and losses to be kept in the Private 
Ledger. When this is done, the totals ft*om the different accounts are transferred fh>m the (General Sales and other 
Ledgers. 



BUSINESS BOOKKEEPING AND PRACTICE. 141 

AjbitrOJfy or 'NomiuaJ EutTlBS are sometiines made in the General Ledger to conceal 
the amount of inyestments, etc. Even when a Private Ledger is kept, this is often done. For 
instance, when it is desired to show a larger capital than is invested, some fictitious account, such as 
" reserve fund " or " securities " is debited for any amount that is decided upon. Such practices, 
however, are seldom necessary, and can be justified only when used to conceal from bookkeepers, 
etc., the private affairs of the business. If used to mislead the general public, it must be con- 
demned. 

Doubtful Accounts- — ^Every firm doing a credit business will, after running for a time, 
have on its books a greater or less number of accounts that are of doubtful value, though 
not considered absolutely worthless. Some of these may in time be paid in full, others partly 
paid, while still others may become entirely worthless. At all events the persons are "slow 
pay " and their accounts are inactive. Owing to the doubtful value of such accounts, they cannot 
be counted as trustworthy resources upon which to base calculations for the future operations of the 
business. 

Many authorities advocate the opening of a special account for this class of accounts under the 
head of '< Doubtful Accounts," " Suspended Accounts," etc., to which all the accounts are transferred; 
hut there are many serious objections to this that are familiar to ev^y bookkeeper. 

The best practice is to make out a list of all such accounts on bill cap paper just prior to closing 
the Ledger. This may be called the "Doubtful Accounts List." The list contains the name, date, 
and amount of each doubtful account, together with any information at hand that may assist in 
estimating its value. When completed, the present value of each should be estimated by those best 
able to do so. The estimated present value should be entered in the second column. The difference 
between the footings of the two columns is the amount considered lost. 

The question is, how shall we dispose of this estimated loss on our books? The best plan is to 
treat the amount lost as a Liability Inventory in the Loss and Gkiin account. When L. and G. 
account is ready to close into the proprietary accounts, debit it for the estimated " Loss per Doubtful 
Accounts List. " After the L. and G. account is closed, the amount is brought down on the credit 
side of the L. and G. account. 

The advantages of this plan are : (1) Each personal account remains undisturbed in the Ledger, 
and if it is paid subsequently there is nothing to show that it was ever considered doubtful. (2) It 
requires the least amount of labor and time, and avoids a needless opening of separate accounts. 

If the account finally is considered worthless, it is closed directly into Loss and Gain. The 

"Doubtful Accounts List" should be filed with the balance sheet for future reference. Doubtful or 

uncollectable notes, acceptances, etc. , may be treated in the same way. 

Note.— Some object to the plan of carrying the lost or worthless, or doubtilil aooonnts and notes to Loss and 
Gain, on the ground that it puts upon an otherwise prosperous business the responsibility for losses resulting from 
poor management or lack of discretion in giving credit. They would carry such losses directly to the proprietor's 
account, thus placing the responsibility for mismanagement upon him, and leaving the Loss and Gain acccmnt to 
show what would have been the results of the business under proper management. This matter will, of course, be 
reinurded differently by different persons, and the bookkeeper must conform to the ideas of his employer in regard 
to it 

DepSLTtmeiLt A^CCOUntS- — ^Inmany large establishments the stock is separated into depart- 
ments, and thus are known as "department stores." A special merchandise account is kept for 
each department, instead of one account for all departments. Each account is debited for all 
merchandise purchased for that department and credited for all merchandise sold from it. In a Dry 
Goods house, for instance, these accounts are designated as ''Fancy Goods," ''Trimmings," 
"Silks," "Dress Goods," "Hosiery," "Cloak," and "Ribbons" accounts, and as many others as may 
be required. 

In addition to the invoice price, special merchandise or department accounts should be debited 
for all direct outlays for their share of general expenses, such as freight and drayage, storage, 
boxing, insurance, salaries, etc., so far as these expenses can be definitely assigned. 

At the time of closing, each account is credited for the inventory of goods on hand in that 
department, and then closed into a general merchandise account for the net gain or loss, or it may 
be closed directly into the Loss and Gain account. In the latter case no general merchandise 
tcconnt need be kept, unless there are goods kept in stock which do not come under the head of 
•ny special account. 
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When department accounts are kept, the work of the bookkeeper can be greatly shortened sjid 
simplified by the use of special columns for each department in the different posting books ; for 
instance, the Invoice-book, Sales-book, Cash-book, and Journal may contain special columns for each 
department. These will be explained under the head of <* Special Oolumns, Rulings," etc., later in 
this work. 

OeneraJ Ledger Accounts Representing Subordinate Ledgers.— in large 

retail, wholesale, banking, and manufacturing establishments, the volume of business usually makes 
it necessary to divide the bookkeeping work among different bookkeepers. To accomplish this 
division of labor, two or more Ledgers are kept, each being in charge of a bookkeeper who may 
or may not write the corresponding books of original entry. 

The head bookkeeper usually .writes the general books of original entry (the General Journal 
and Cash-book) and does the posting to the principal Ledger, known as the General Ledger, from 
which he makes the financial statements of the business. In order to have the General Ledger 
show the volume of business transacted, and be able to make from it complete statements of the 
business at the end of each month, or as often as desired by the proprietors, the head bookkeeper 
has in the General Ledger an account representing each of the Subordinate Ledgers. 

These Subordinate Ledger^ differ in number and name in different houses and in different lines 
of business. In banks they contain the accounts with individual depositors, hence are known as 
"Individual" or "Depositors* Ledgers," and the representative account in the General Ledger is 
headed "Deposits," or "Depositors." 

In large retail houses it is sometimes called the " Customer's Ledger " or "Accounts Receivable " 
book, and the account in the General Ledger is headed "Accounts Receivable. " They are also 
called "Sales Ledgers." Most large wholesale houses have also a Purchase Ledger (sometimes 
called the "Eastern Ledger"), in which are kept only the accounts with other wholesalers, jobbers, or 
manufacturers, from whom goods are purchased. 

When two or more Subordinate Ledgers are kept, the accounts in them are usually divided 
alphabetically, the first running from A to K, the second from L to Z. In some houses three Sales 
Ledgers are used, the first containing the accounts from A to G, the second from H to N, the third 
from O to Z. The account in the General Ledger is headed "Sales Ledger A to K," "Sales Ledger 
L to Z," or "A to G Ledger," «H to N Ledger," etc. 

Wholesale houses in large cities generally have a "City Ledger " for city customers only, and 
one or more "Country" Sales Ledgers. When more than one are used the accounts are divided 
alphabetically, as mentioned above, or by States, or partly by States and partly by letter. 

By whatever name the Subordinate Ledger may * be known, the title of the account repre- 
senting it in the General Ledger should be such as to designate the contents of the Ledger. 

When the accounts representing Subordinate Ledgers are opened in the General Ledger, each 
of them is debited or credited for the total debit or credit balance of all the accounts in the Ledger 
it represents. Subsequently, at stated times (usually at the end of each month), each of these 
Ledger accounts is debited and credited for total debits and credits to that Ledger as taken from 
the different posting books, the corresponding credits and debits being made to the proper account 
in the General Ledger, as Mdse., Cash, Bills Receivable, Bills Payable, Mdse. Disci, etc. For 
instance, if the total sales for the month charged on the Sales Ledger, as shown by the Sales-book, 
were $15000, this entry would be made either from the Sales-book or Journal : " Sales Ledger " Dr. 
to "Mdse." $15000. 

To facilitate the work of posting to these special Ledger accounts in the General Ledger, special 
columns may be used in the Cash-book, Journal, or other general posting-book. The items in these 
columns are footed and forwarded imtil the end of the month, when the total amounts are posted to 
their respective accounts. 

Bank Account in the Ledger — Most business men do not keep a bank account in the 
Ledger. They depend upon the Check-book or Bank-book to show their dealings with the bank, 
making no distinction between cash in the office safe and cash in the bank, but calling both " cash 
on hand." (See »*c.) 
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When a bank account is kept in the Ledger (and some few insist upon keeping such), it should 
be treated the same as any personal account (see 109, 110), being debited for all the bank receives 
from us, and credited for all drafts (checks) we draw upon it. 

OverdrSiftS* — ^In case of an overdraft, which should never occur except by the consent of the 
bank, an account should be opened with the bank by giving it credit for the amount of the over- 
draft (debiting cash), even though no account is regularly, kept with the bank except in the Bank' 
book or Check-book. The reason for this is, that the amount of the overdraft is as truly a liability 
as any debt we owe. It is the same to us as a loan from an individual As soon as a sufficient 
amount is deposited to cover the overdraft, an entry should be made in the Cash-book, or Journal 
debiting the bank for the amount of the overdraft, and this, when posted, will balance the bank- 
account in the Ledger. 

Generally, however, and especially when the overdraft is to be for any considerable sum, the 
bank requires the depositor to give his note for an amount that, when discounted for the time he 
wishes the bank to *' carry " him, will cover the overdraft. In such cases, of course, it is not neces- 
sary to open an account with the bank, as described in the last paragraph, as Bills Payable will be 
credited. 

Interest on Deposits, — Some banks, in order to secure and hold patronage, offer to pay 
heavy depositors a certain per cent, on their average deposits above a certain amount This pay- 
ment to the depositor for the interest (use) of his money is sometimes spoken of as a " dividend," 
and is regularly credited to him at the end of each month or at the end of each quarter or half year, 
being calculated upon the average amount on deposit during that period. 

BTSJlCh Store A.CCOUILtS. — ^In each branch store there is kept a ''Main Store" account, 
which represents the main store's interest in the branch. This account is debited and credited 
according to the principles governing proprietary accounts. (See 207-8 ) The other accounts in a 
branch store do not differ from those in the main store. The branch, however, does not have 
accounts with persons or firms from whom goods are bought and shipped direct to the branch. 
After checking the bills for such goods, to see that they are O. E. (all correct), the branch store 
turns the bills over to the main store, first debiting ''Merchandise " and crediting "Main Store." 

Branch stores are required to make regular statements (weekly or monthly) of the progress of 
their business, their purchases, sales, expenses, etc., and at the end of the year, or oftener if required, 
each branch makes a complete statement of its resources and liabilities, from which the final entries 
are made in the "branch store " account in the main Ledger. (See 256. ) 

Sundry Debtors* — ^This is a consolidated account of irregular customers or transient 
buyers. It is similar to the Petty Ledger account, but differs from it in this : The Petty Ledger 
account shows from time to time the total sales and receipts on transient or petty accounts, while 
the Sundry Debtors' account takes the place of the Petty Ledger altogether. 

When a sale is made to an irregular customer or transient buyer. Sundry Debtors is debited for 
the amount, the date, and the name of the person, being written on the line with the amount. When 
anything is received from one of the debtors in this account, it is credited to Sundry Debtors ; the 
date and amount, together with whatever explanation is deemed necessary, being entered on the line 
opposite to the charge to that person. 

Generally a charge to Sundry Debtors will be paid at one time; but in case only a part payment 
is received, it can be credited in fine writing in the upper part of credit space, leaving the lowei 
part of the space for another credit. 

The last few pages of the Ledger may be reserved for this Sundry Debtors account. 

Sundry CreditOTS. — ^This account is handled in the same manner as the Sundry Debtors 
account, the only difference being that the account is credited first, the line opposite each credit 
being used for the debit entry when the bill is paid. 

The Petty Ledger is a special Ledger in which is kept the accounts with transient cus- 
tomers and persons who buy small bills on short time. These petty (small) accounts are debited and 
credited according to the rules for debiting and crediting other personal accounts. (See form 
page 103). 

In many retail stores, such as grocery, hardware, dry goods, etc., the sales on petty accounts are 
not credited to Mdse. until the goods are paid for. When this plan is followed, no Petty Ledger 
account is kept in the General Ledger, the balance due as per Petty Ledger at the end of the year 
being considered as a part of the Mdse. Inventory. 
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Instead of keeping a Petty Ledger or opening a Sundry Debtors account (see page ] 43) the charges 
to transient customers may be made out on bills bearing their names. These bills should be kept 
in a clip or other filing deyice conyenient for reference by the cashier. Additional purchases may 
be charged on the bills until they are paid. When one of these customers pays his bills, it is stamped 
" Paid " (with the date) and handed to him as a receipt. The amount received on these bills is cred- 
ited to Mdse. along with the cash-sales for that day. This plan is followed in many large retail 
establishments. 

Ruling AcCOWltS- — ^The plan of ruling personal accounts, Bills Beceivable, and Bills Payable, 
as taught in this book, results in a great saving of time in taking a trial balance, and prevents the 
possibility of so many errors in adding long columns of figures. (See paragraphs a and b. ) 

0. SiHglB Line Ruling. — Many practical bookkeepers have, in recent years, adopted the 
plan of single line ruling altogether, never using double lines in closing accounts showing losses or 
gains, or in closing other accounts to forward or to transfer to a new Ledger. This style of 
ruling is illustrated in the Merchandise account on page 63, and in the Single Entry Cash-book, 
page 115. 

b. Only One Ruling to Close. — ^A still greater saving of time, to close an account, as 
well as a great saving of space in the Ledger, is accomplished as illustrated in the closing of the 
Merchandise account, page 53. The use of a second set of lines, either single or double, underneath 
the debit and credit footings of an account is more a matter of habit or custom than of utility, and 
progressive bookkeepers are coming to regard it as a waste of time and space. 

ERRORS IN TRIAL BALANCES. 

This subject may be discussed to best advantage under three heads : (1) Preventing Errors ; 
(2) Finding Errors ; (3) Correcting Errors. 

*'An ounce of prevention is worth (more than) a pound of cure." Better to be expert in 
avoiding errors, than expert in detecting them. 

The following are some of the ways in which errors may be prevented or avoided. 

0. Determine at the outstart that you will have no errors, and keep up that determination all 
through your work. The bookkeeper who works with the idea or feeling that he will probably have 
to spend about so much time at the close of the month in hunting for errors in his trial balance, is 
not likely to be disappointed in his expectations. 

b. Posting Debits, then CTeditS' — Some bookkeepers make frequent errors in posting 
to the wrong side of the accounts. These errors can be prevented by posting, from each book, all 
the debits first, and afterwards all the credits. 

c. Odd SLnd Even Poging, — ^Another plan to guard against errors in posting to the wrong 
side of account, is to have the debit and credit posting books paged respectively with odd and even 
numbers. Thus, have the Sales-book paged 1, 3, 5, 7, etc., the Livoice-book or Purchase Journal 
paged 2, 4, 6, 8, etc. The right side of the Caish-book (containing debits to Ledger accounts) ia 
always paged with odd numbers. A special column Journal with debit columns on the left hand 
and credit columns on the right hand, should be paged accordingly. 

d. When the posting-books have been paged '' odd and even," as suggested, a rapid trip through 
the Ledger will enable you to find out whether an error has been made in posting to the wrong side 
of an account. An even number in the debit page-column, or an odd number in the credit page- 
column, indicates an error. 

e. Jn forwarding footings of special columns in posting-books, be especially careful not to get 
them in the wrong columns or to get the figures transposed* Exercise the same care in forwarding 
an amount to a new page in the Ledger, and always look a second time to see whether you have 
carried the amount to the proper side of the account. Remember that a footing forwarded should 
always be entered on the same side of the account or in the same column, but that a balance for- 
warded always goes to the opposite side. 

/. Never leave a transaction half recorded or half posted, unless compelled to do so. Until the 
record is completed or the posting finished, allow no ordinary circumstance to draw your attention 
from your work. 

g. Ruling personal accounts and Bills Receivable and Bills Payable from time to time when they 
balance, results not only in a saving of time, but does much to prevent errors that might result from 
the addition of long columns of figures. (See "*a, ^*^c, ***6.) 
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Ooj^ful Checking' — ^Too much importance cannot be attached to a careful checking of 
each day's pqstings, as described in paragraph 215, page 57. This plan of checking may be ^scarded 
for any of the following systems which may be selected by the bookkeeper. In any case the checking 
should he done daily to prevent^ or ai once discover, errors in posting rather than in finding errors after an 
unsuccessful attempt has been made to take a trial balance. 

There have been many different systems and schemes introduced for the prevention of errors in 
trial balances. Many have meritorious features, but require too much time and extra work. Many 
more are entirely worthless. One of the very best systems of checking that has ever been used is the 
one explained below. 

BEYEBSE OHEOKING OB PBOOF POSTmO. 

As each book is posted to the Ledger, slips of paper are inserted at each account in the Ledger 
to which iteciB are posted, letting the slips stick out at the top of the book. When the posting has 
Deen completed (for instance, from the Sales-book), each item is entered on a sheet of paper, ruled in 
columns, and known as a Check-sheet, beginning with the first slip in the Ledger, and continuing 
until all the items have been transferred to the check-sheet. As each item is transferred it is checked 
in the Ledger. When all the items have been entered on the check-sheet it is footed, and should 
ahow the same footing as the book from which it is posted. For instance, beginning at the first of 
the month with the Sales-book, as each item is posted to the Ledger a slip is inserted. When the 
posting has been completed, beginning with the first slip in the Ledger, the items are trans- 
ferred to the check-sheet, the slips being removed as the items are transferred. The sum of the 
items on the check-sheet must equal the sum of the sales for the day. The items of each succeeding 
day on the check-sheet is added to the footings of the previous day, so that at the end of the month 
the total shown in the Sales-book and on the check-sheet must be the same. 

Follow the same plan for the Livoice-book, Oash-book, and JoumaL When this system of 
checking is followed, all the debits from the Cash-book and Journal are posted first, and then the 
credits. These sheets are preserved, or a book may be used ruled in columns, and a certain number 
of pages set apart to receive the items from each posting book. Different colored slips may be used 
for debits and credits. Any omissions in posting are at once discovered by this system, and if ordi- 
nary care is exercised accounts posted to the wrong side of the Ledger will also be discovered. 
Where more than one item is posted to the same account from the same book, enter a separate slip 
for each item. 

Checking PayznentS. — ^Li wholesale jobbing or manufacturing establishments, payments 
by customers are rarely on account, but are generally <'to cover bill of ••••," or a certain number 
of bills of such and such dates, specified in the letter accompanying the remittance. 

When it is desired to show in the Ledger what items are cancelled on the opposite side of the 
account, the dates of the items cancelled may be entered in the explanation column, or they may be 
cancelled by placing a small X on the same line with the items cancelled as illustrated in the Bills 
Beceivable account, page 36, and M. Grace & Oc's account, page 71. 

When a payment is not accompanied by a statement as to what bill or bills it is intended to 
cancel, the payment should be regarded as covering one or more of the oldest uncancelled charges 
on the account and the items checked accordingly. 

CSLBh'DiSCOUXltS. — ^As mentioned elsewhere (see Note, page 103), many firms dispose of all 
time bills on which cash terms are offered by paying them as soon as goods are received. This is 
done for a twofold purpose : (1) to make a profit by taking advantage of the cash-discount offered ; 
(2) to reduce the volume of bookkeeping. When the latter object is not considered important, the 
bills may be paid any time within ten days. 

As the cash-discount on wholesale bills is generally very greatly in excess of the interest 
charged by banks for the same length of time, it follows that firms having good financial standing, 
though not always sufficient ready capital to pay cash on large purchases, can make a handsome 
profit by discounting their own paper and then paying cash. Some large retail houses make more 
than fifty per cent of their net profits in this way. It is easy to see that the firm not having sufficient 
ready capital or credit to be able to save this cash-discount on bills purchased is working at a great 
disadvantage, compared with its more fortunate competitor. 



146 BUSINESS BOOKKEEPINO AND PRACTICE. 

MSLTkiHg OoodS. — ^In marking goods for sale it is generally desirable to indicate the selling 
price in plain figures, but the cost price is marked in such a way that only the proprietors or clerks 
can tell what it is. For this purpose, the first ten or last ten letters of the alphabet may be used to 
represent the nine digits and naught (0), some other letter or an underscore being used to denote 
repetitions. 

Another more common method is to use some word or phrase containing ten different letters ; 
as " Importance," " Profitable," " Cash Profit," " Now be quick," etc 

A still better method is to take four straight lines, two vertical crossing two horizontal, and 
then to write the nine digits in the spaces thus formed, as shown in the accompanying diagram. 
The figures may be written in any order desired, the form in which each figure stands being used to 
represent that fig^e in marking. As placed in the diagram shown here, 1 is represented by { ; 

2,bylJ; 3, by J; ^hj'2\ 5,byn; 6, byQ; 7,-byr; S^byfl; 9, by H • Then for the 
cipher use a triangle, ^ ; and for repetitions, some other character or mark if thought necessary. 



8 


2 


1 


4 


6 


6 


9 


8 


7 



MsniOTaJKlB,. — ^Never trust important matters to memory. Make memoranda of all miscel- 
laneous matters requiring future attention. Date every such memorandum not only with the date 
when the matter is to be attended to, but also with the date when the ''memo" is made. This 
precaution may save you both time and annoyance. Dates on " memos " may be expressed entirely 
in figures. 

Sire A,CC012Jltm — ^This is an account of receipts ; namely, for the service or use of things 
kept for hire, such as horses and carriages, boats, bicycles, etc. Usually the entries in the Hire 
account will be mainly on the credit side, since the result of the service should be a gain to the 
person rendering it or furnishing the thing used. There may be other exceptions, as in the case of 
*' Bepair Work " or a professional account, in which the debits for hired service or materials used 
might exceed the returns (credits) for such services, thus resulting in a loss. 

Debits to SeTVice Accounts* — ^While there may be in the case of any service account 
outlays directly chargeable to the account (since it is proper to charge to an account, any expense or 
outlay caused by it, that is, by the thing or service it represents), if considerable or frequent sums 
are spent for tools or instruments for the workman's use, books of reference for the lawyer, medi- 
cines, etc., for the physician's use, materials for the repairer's use, property to be hired out, etc., it is 
better to keep separate accounts of these things under appropriate titles. 

STOCKS AND BONDS. 

Stocks f in the conmiercial sense, are shares in the capital of incorporated enterprises. Stock 
certificates are usually transferable the same as negotiable notes and drafts, (see 33), and hence 
they are bought and sold the same as Merchandise and other property, the only difference being that 
the transfer of ownership is more formaL A blank form known as an '' assignment endorsement " 
is printed on the back of the stock certificate, and it is not only necessary for the seller to fill out 
and sign this, but the purchaser must see to it that the proper transfer is made on the books of the 
company 

Bonds (in the sense here used) are written or printed obligations to pay a certain sum of 
money at a specified time (or sooner) with interest at a certain specified rate per cent They are 
the securities or promises for the repayment of borrowed money. Bonds are issued by city, county, 
state, and national governments and by corporations when they wish to borrow money to prosecute 
some special work for which there are not sufficient funds in the treasury. 
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The distinction betiveen Stocks and Bonds is tlJis: Stocks represent proprietarj 

interests in the invested capital of corporate enterprises, and they depend for income upon the 
financial success of the enterprises. Bonds are the bills payable of corporations, guaranteeing the 
payment of borrowed money with interest thereon. The income from bonds consist of payments for 
the interest thereon, which should be credited to the Interest account. The income from stocks is 
in the way of dividends paid from the earnings of the business, and these payments when received 
by the stockholder should be credited to a dividend account. 

When stocks or bonds are dealt in as a matter of speculation in addition to some other line of 
business, they are usually recorded under the general head of *' Securities." This Securities account 
is debited and credited according to the principles governing the debiting and crediting of Merchan- 
dise. (See 79, 80.) When, however, the buying and selling of stocks and bonds is extensive, being 
conducted as a business in itself, accounts are kept with each kind of securities under its own dis- 
tinctive title, the rules of debit and credit being the same as in the general *' Securities " account 

SUSPENSE ACCOUNT. 

This is an account to which entries, (chiefly credits) of an uncertain nature are carried. It 
sometimes happens in wholesale houses and large retail establishments doing considerable mail« 
order business, that money is received from a person who has failed to enclose his letter, or he may 
have been so careless in writing his letter that it gives no clue as to who the sender is. The money 
may be from a customer who wishes it credited on his account, or it may be to pay for goods ordered 
(or intended to be ordered) at the time. In either case about the only thing to be done is to debit 
Cash, credit Suspense account, and await developments. If the remittance was intended for a pay-> 
ment on account, responses to the statements afterward sent out will reveal who the sender is. If 
it was from some one ordering goods, a complaint which is sure to come in due time, will solve the 
mystery regarding the credit An entry can then be made in the Journal debiting Suspense and 
crediting the proper account. 

Any other item of debit or credit about which there is a question as to the account to which it 
should be posted, may be carried to this account and there held (in suspense) imtil the proper 
account can be determined. 



OPENING DOUBLE ENTBY BOOKS. 

Before attempting to make the opening entry in the books, it is always best to prepare a state- 
ment showing all the Assets and all the Liabilities of the proprietor or each partner. In a partner^ 
ship the assets invested by each partner become the assets of the firm, and the debts assumed by 
each partner become the liabilities of the firm. Consequently all Assets are debits and all Liabili- 
ties are credits. The proprietor or each partner is credited for his net investment. (See 203-2069 
page 51.) 

Sometimes a partner is admitted whose only investment is his special ability and skill. In such 
a case, his proprietary account receives no credit until the books are closed, when his account is 
debited or credited for his share of the gain or loss. When an estimated value is placed upon his 
ability, or services, etc., when he is admitted, an account may be opened under an appropriate title, 
such as " Special Ability, or Service %," which may be debited, and the party credited for the esti- 
mated value of his ability or service. This, however, is seldom practiced, as the sharing of profits, at 
common law, is sufficient to constitute a partnership. 

T?ie sharing of profits and losses is entirely a matter of agreement bettoeen the partners. Partners hav- 
ing equal investments may share unequally in the gains or losses, or both ; again, partners having 
unequal investments may share equally in the gains or losses, or both, t. e,, in either case they may 
share in gains or losses unequally, or vice-versa. 

Again, partners may share in different proportions in gains or losses derived from different 
departments of the business, because of special ability, attention, or skill being given to certain 
branches of the busines& 



148 BUSINESS BOOKKEEPING AND PRACTICE. 

A. Time'SSLVing Index. — Many bookkeepers memorize the page of nearly all the accounts 
in their Ledgers, thus saving much time in referring to them. Considerable time can be saved by 
making an alphabetical list of the principal accounts which should be written, in a strong plain hand 
or copied on a tyjiewriter, and kept on the desk or wall in front of you where you can glance at it 
readily. 

Points oJbout Posting, — There are numerous ways in which time may be saved in the 
matter of posting. When a number of entries are to be made in any book at one time, write the page 
of the Ledger account on each invoice or bill, and then enter them in the posting books in the order 
of the pages, inserting the Ledger pages. This will shorten your work when you come to post 
because the entries are not only paged, but they also come in the order of the accounts in the Led- 
ger, thus avoiding needless turning of the leaves. Li businesses having a large out-of-the-city-trade, 
ready reference to the accounts can be facilitated by opening them by towns or localities, alphabeti- 
cally arranged, grouping all accounts with persons in the same place on consecutive pages set apart 
for that town. 

Numbering Drstfts* — ^When statements are rendered to customers and drafts drawn at 
regular intervals, they may be numbered to correspond with the pages of the accounts. When the 
bank reports the drafts collected or remittances received, the number of the draft entered in the 
posting-book will indicate the pages to which the credits are to be posted. 

PSLging before Posting, — ^The time consumed by repeated references to the index can 
be saved by taking your Ledger index, and paging the books from which the items are to be posted. 
Then in posting check the items as they are posted. 

Self'Ihdexing Book. — When two or more Ledgers are used, the particular Ledger to 
which an item is posted may be indicated in the posting book by having the Ledgers paged consec- 
utively from 1 to 500, and from 501 to 1000. If the posting books are similarly paged in books of 
500 or 1000 pages each, the number in the page column in the Ledger will denote not only the page 
but also the book from which the item was posted. 

Posting Debits and Credits Separately.— lo^ order to prevent errors in posting to 
the wrong side of an account, it is a good plan to post all the items on the debit side of the Journal 
before posting the credit items. It is customary to post all the items on the debit side of the Cash- 
book before posting those on the credit side. The Sales-book, Invoice-book, etc., are all posted to 
either the debit or credit side of the Ledger. 

Numbering Invoices. — Beginning with the first of each year, invoices may be numbered 
consecutively from 1 up as they are received. When each invoice is entered, its number should be 
recorded. This facilitates ready reference to the entry or to the invoice itself when filed in their 
regular order. 

Entering Invoices. — ^While most bookkeepers enter all invoices as fast as they are received 
and ''O. E.d," many do not enter them oftener than once a month, while others, especially in large 
concerns, where bills are paid in time to secure the cash-discount (cash-discount, page 145), merely 
record the invoices in an invoice-register, or file them by due dates, making no entry in the posting 
book. Then, when the invoices are paid, they charge the amounts to Mdse. in a special ''Mdse. 
column " in the Cash-book, thus saving space in the Ledger and avoiding the necessity of more than 
one posting for all the invoices received during the month. 

Rendering Statements. — In order to get out monthly statements of account promptly, 
you can " take time by the forelock " by starting a statement for each customer as early as the 
middle of the month, dating it the first of the following month. Number these statements at the 
top, giving them the numbers of the pages on which the accounts are found, then keep them in 
numerical order. Whenever you can find a few minutes for the purpose, copy upon these statements 
the items charged on account since the last statement, leaving the first line blank for the balance of 
the preceding month. In the case of a customer who, during the month, pays the balance of the 
account '* as per last statement " (see ^^a), the old balance need not be included in the new statement. 
As soon as you have the statements up with the postings of the Ledger, enter the items for the 
remainder of the month on the statements as fast as you post them, keeping the statements in the 
Ledger at their respective accounts. In this way you can have your statements ready for mailing 
in a short time after you have taken a trial balance. 
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A^ddition. — Correct and rapid addition is a doubly important and yaluable accomplishment, 
and it is one that any person of ordinary ability can acquire by patient, persistent practice ; yet, but 
comparatively few possess it. Ten or fifteen minutes of special practice each day in adding by the 
grouping method will, in a month or two, greatly improve your ability to add. 

WHAT A BOOKKEEPER SHOULD DO ON TAKING CHARGE OF A SET OF BOOKS. 

The thing most necessary to the young bookkeeper on taking charge of a set of books, is to he 
sure of himsdf. The fact that he may be confronted with a set of books, different in many particu- 
lars from any others he ever kept, or even saw before, must not discourage or unnerve him ; a careful 
examination will show him that the principles of bookkeeping never change, and that accounts always 
show the same final results, no matter how different may be the form and number of books used or 
the manner of posting, etc. The " General Law of Debits and Credits " is always the same. 

In taking charge of a set of books the following points should be carefully observed : 

1. Carefully study and inspect the different forms of all the books used, and the purpose for 
which they are kept. Notice particularly the different entries, — where received from and transferred 
to ; and do not desist until you are familiar with the entire ''system *' by which the books are kept. 

2. See that the books are in balance by comparing the principal accounts with the last trial bal- 
ance taken. 

3. See that cash on hand and in bank agrees with the balance shown by the Cash-book. To do 
this, have the bank book balanced, and if the balance shown does not agree with the books, see if 
the unpaid checks issued, and not returned, will make up the difference. If they do not, discover 
the error by checking up the various deposits and checks. See that the notes md acceptances on 
hand agree with the Bill-book and the balance shown by the Bills Receivable account. 

4. Report any errors or discrepancies found and dispose of them as you may be instructed. 
Should the books be out of balance, if the error cannot be found, you may force a balance as instruc- 

. ted under the head of " Deranged D. E. Books," page 150, but only with the consent of your 
employer. 

In retiring from a position as bookkeeper, you should observe all the foregoing instructions, so 
that your successor may begin this work with the least difficulty. 

PARTNERSHIPS AND CORPORATIONS. 

A, PSLFtnership, — A partnership is an association of two or more persons, for the purpose of 
undertaking and prosecuting any business, and sharing in the profits and losses accruing. 

A, COPpOTSLtiOHm — A corporation is a body, politic or corporate, formed by the associating of 
individuals, and authorized by law to act as a single person. The differences between a Partnership 
and a Corporation are as follows : 

FOPmSitiOXL. — A Partnership is formed by an agreement between two or more persons (either 
verbal or written) to contribute capital, ability, or service, or all of these in a business. A Corpora- 
tion is formed by the association of two or more persons under a charter or articles of corporation, 
issued by some officer of the state which defines certain privileges and certain restrictions in accord- 
ance with the general or special law under which it is issued. 

LiSibility. — ^In a partnership each partner is liable for all the debts of the firm. In a corpora- 
tion each stockholder is Hable only for such an amount as is defined by the law but always in 
proportion to his amount of stock. 

ContiRTlSitiOll. — ^A partnership continues until the expiration of the time agreed upon for 
dissolution, or the death of one of the partners. A corporation continues until the expiration of its 
charter, which may also be made perpetual ; but the death or disability of a stockholder does not 
affect the corporation. 

Powors. — A partnership is not restricted to any particular line of business, but a corporation 
can transact only the business for which it was formed, as described by the charter. 

By Whom Conducted, — ^The business of a partnership is conducted by the different mem- 
bers of the firm, any or all of whom have a right to share in the transaction of the business. In a 
corporation the business is transacted only through the proper officers elected by the stockholders, 
or their authorized representatives, as authorized and defined by the charter and by-laws. 



150 BUSINESS BOOKKEEPING AND PRACTICE. 

TERMS AND DEFINITIONS. 

Z726 CSLpitaJ Stock is the amount authorized by the charter, and is represented bj ihe 
nominal or par value of the stock issued. The paid-in capital is the amount paid on the subscribed 
•hares of stock by the stockholders. 

Stock CertifiCSLte. — ^This is a certificate issued by the corporation to a stockholder corti- 
fying that he is the owner of a certain specified number of shares of the capital stock. 

TreSiSUPy Stock. — ^This is a certain amount of its own stock held by a corporation. It is 
generally held by the treasurer as trustee, and hence is known as '* treasury stock. " The treasury 
stock may be secured from the following sources, (1) Any unsubscribed stock of the corporation. (2) 
Any stock of the corporation purchased or forfeited from the stockholders. (3) Any stock that has 
been donated by the stockholders to be sold and the proceeds to be used as a workilig capitaL 

The Books Used* — ^The books that are peculiar to corporations are the Stock Certificate* 
book. Transfer-book, Stock Ledger, and the Dividend-book. The other books used are determined 
entirely by the requirements of the business conducted. 

Cstpit&l Stock Account is the title given to the proprietary account of a corporation. 
As the proprietary account represents the owners' interest in the business, so in the case of a corpora- 
tion the capital account represents the combined invested interests of the stockholders. The 
principal difference between capital stock and other proprietary accounts is that it continues to stand 
on the books from year to year, without receiving debits for withdrawals and losses, or credits for 
the gains. Each stockholder holds one or more stock certificates which represent his interest in the 
enterprise, and entitle him to a pro rata share of the gains, which share is paid to him from time to 
time in the way of " dividends." 

If a stockholder withdraws from the business by disposing of his interest to another person to 
whom he transfers his stock certificates, it has no effect upon the capital stock account. It only 
affects the accounts of the stockholders in the Stock Ledger. 

CorpOT&tion Bookkeeping. — The bookkeeping for corporations does not differ essentially 
from that of an individual business, except in the entries for the investment of the capital at the 
time of opening the books, and for the net gain or loss at the time of closing the books. 

Whenever stock certificates are issued to the stockholder, capital stock is credited. When all 
the stock has been disposed of and stock certificates issued for it, the Capital Stock will show a credit 
equal the amount of the authorized capital of the company. The loss or gain is closed into the 
"Surplus," "Undivided Profits" or "Dividend" accounts, or all of them, instead of into the capital 
account as in the case of an individual or partnership business. 

It is not our purpose to give any extended information regarding corporations other than thai: 
which is necessary to the bookkeeper in keeping the accounts of a corporation. The powers, privi- 
leges, and restrictions of corporations are different in the several states, as defiined by their laws. 
When corporations are formed or dissolved, it is generally under the direction and by the advice of 
an attorney, who is familiar with the special requirements of the law of the particular state in which 
the corporation is located. 

The Stock Ledger. — ^This is an auxiliary book in which is recorded the accounts with 
stockholders of a joint stock company or corporation. It receives its entries from the Stock Certifi- 
cate-book and from the Transfer-book. From the Stock-book each stockholder is credited for the 
number of shares and the par value of stock issued to him. From the Transfer-book he is debited 
for the number of shares and the par value of siiock transferred by him to others. The accounts in 
the Stock Ledger are represented in the Capital Stock account in the General Ledger. 

ADJUSTING DERANGED DOUBLE ENTRY BOOKS. 

When a Ledger is out of balance and the error cannot be found, even after every effort has been 
made to discover it, the usual plan is to " throw the difference into the Loss & Gain." This in any 
event is to be deplored, but if done at all it should be done properly, without any effort at concealment 

Write plainly, " Discrepancy in Trial Balance," inserting the amount the Ledger is out of balance 
on the lesser side of the Loss & G^in account. A better plan is to open a "Discrepancy account" 
which is debited or credited directly in the Ledger, for the amount of the discrepancy. If the error 
18 afterward discovered, a correcting entry can be made to adjust it. If the error remains undis- 
covered, the account is finally closed into Loss & Gain. 

The Discrepancy account may also be debited for any shortage in Cash, or if Cash is found to be 
^'over" this account may be credited. If the error is discovered, proper entries are made to adjust 
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MANUFACTURES. 

In many places the btusiness of manufacturing goods from raw materials, also that of packing 
vegetables, oysters, etc., is extensively carried on. As in mercantile lines of business deal- 
ings in the goods bought and scld for profit are recorded in an account called ** Merchandise," so in 
manufacturing enterprises the making and selling of goods as a business for the purpose of specu- 
lation or profit is represented by an account entitled "Manufacturing" (or << Manufactures," as such 
goods are sometimes styled). The Manufacturing account, then, may be regarded as the Merchandise 
account of a manufacturing business ; and, indeed, it is not inappropriate to give it the title ''Mer- 
chandise," which is sometimes done. 

MSLteTiol Accounts* — Generally the accounts used in ordinary mercantile affairs will be 
found sufficient in a manufacturing establishment of moderate size. But when the business is at all 
extensive, it is desirable to show the separate cost of the principal materials iised, by opening sepa- 
rate accounts for them. 

These material accounts are in reality the debit side of the Manufacturing account, subdivided 
so as to show the cost of the different materials which go into the finished manufactured article, 
which when sold is credited to the Manufacturing account. Each material account, therefore, is deb- 
ited for the cost of that material, and when any of such material is disposed of before it is further 
manufactured, it is credited to that account. At the time of closing the account, after crediting 
it with the << Inventory " of unused material on hand, the difference is carried to the Manufacturing 
account. 

fff ip yjf^^^f pwinff ExpenSOB. — ^Where material accounts are kept, as above indicated, special 
expense accounts are kept for such items as fuel, labor, etc., and the net loss on each is carried to 
Manufacturing instead of to Loss and Gain. 

After all the balances of material accounts, property accounts, and special expense accounts have 
been carried to Manufacturing, the Ledger accounts are closed as in any ordinary mercantile set, the 
loss or. gain on Manufacturing (after the Liventory of unsold goods has been entered), and other 
accounts showing losses and gains (not already carried to Manufacturing) are carried directly to 
Loss and Gain. 

DEPARTMENT MANUFACTURING ACCOUNTS. 

This is a further subdivision of a " general manufacturing '' account, and is kept exactly similar 
to ** merchandise department " accounts described on page 141. They are debited with all the costs 
of material, labor, etc., which enter into the cost of the manufactured product of that department. 
It is credited for all sales, or for the value of property transferred to some other department. These 
accounts are found most frequently in large manufacturing businesses, such as iron and steel, ship 
building, glass, mining, oil refining, — ^in fact in aU large industrial establishments. Railroad and 
transportation companies, while they do not come under the head of manufactures, keep their 
department accounts in the same manner. They represent, in fact, so many different property 
accounts. As a rule, they close into the general Loss and Gain account, but sometimes are transferred 
to a special account, which is the principal account of a group representing some special department 
of the business. Department accounts are again subdivided into material accounts, the same as is 
indicated for manufacturing in the preceding article. 

When department manufacturing accounts are kept, as above indicated, the special items charged 
to special expense accounts, as indicated above, are properly charged directly to its special 
department account, although in very large manufacturing concerns and especially in railroad 
accounts, the expenses of each department are again subdivided into special expense accounts, whicb 
are then closed into a special department account, instead of into a general manufacturing account. 

OPERATING AND REPAIR ACCOUNTS. 

In addition to the *' material accounts " or " special manufacturing " department accounts, or 
both, accounts are kept with machinery or power plant, buildings, tools, utensils, etc. In large 
establishments separate accounts are usually kept for repairs of the various properties, such as 
"machinery repairs," "power plant repairs," "tool repairs," "building repairs." At the time of clos- 
ing, these repair accounts should be carried to their respective property accounts before the latter 
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are closed. In closing machinery, power plant, building, tools, utensils, etc., accounts, they are cred- 
ited for the " Inventory " or estimated value of the property, generally allowing a certain per cent^ 
off for *' wear and tear." Where special repair accounts are kept, and when the property is kept in 
absolutely first-class condition, this per cent, off for wear and tear may be omitted. 

THE VOUCHER SYSTEM. 

This system of accounting is of recent invention, as its first introduction occurred within a few 
years. It was first used exclusively by manufacturing and transportation companies, but its advan- 
tages are so many that lately it has been adopted in all lines of business, and by many has been 
declared the coming system of accounts. It is especially desirable in connection with the keeping 
of department accounts, and is used where the business is conducted practically on a cash basis. 
Uniform terms of credit, however, may be maintained. 

A Voucher in the ordinary business sense is a written acknowledgement taken for the payment 
of a debt ; that is, "Any paper or document which serves to vouch the truths of accounts." Notes, 
receipts, acceptances, checks, etc., are used as vouchers in proving business facts. A voucher is 
also termed, " a warranty of title." 

As applied in the voucher system of accounts, it means that for all purchases there is attached 
to the check, order, or warrant issued, a statement showing the purpose for which the money is 
paid. In corporations where the different officers are required to sign all checks, etc., for money 
paid, the voucher exhibits in detail the purpose for which the money is paid. 

After it has been signed by the proper officers, the voucher, with the check attached, passes to 
the party to be paid, who writes his receipt upon the voucher, detaches it from the check, and returns 
it to the party who issued it. The check is deposited in the bank, by whom it is eventually returned 
to the person, firm, or company issuing it. It is then filed with the voucher, and forever possesses in 
itself the evidence for which the money was paid. As to time of payment, the voucher may be pay- 
able in 30> 60, or 90 days, or it may be payable on presentation at the bank, the same as a check ; 
usually however, they are not payable until a certain day of some succeeding month. 

The vouchers are recorded in the Voucher Payable-book as issued. The form of this book varies 
according to the business, but it usually contains a special column for each account that is likely to 
be debited for goods or material purchased. At the end of the month, " Vouchers Payable " account 
is credited through the Journal for the total vouchers issued and the different accounts represented 
in the purchases are debited. 

As the vouchers are paid at bank and returned. Cash is credited and << Vouchers Payable " deb- 
ited. When all vouchers that have been issued are paid, the account must balance. When the 
vouchers are payable <'on demand" at bank, they should be deducted from the balance in banks 
when issued, the same in every particular as checks, instead of when returned by the bank as is the 
custom for those made payable on or after a certain date. 

TilUB'Book- — In this book is recorded the name of each employee and time he has worked, 
in months, weeks, days or hours, as the case may be. From this book the pay roll is made up which 
shows the time, wages and amount due each employee. There are many different forms of this book, 
ruled to suit the requirements of the different businesses. The Time-book and pay roll are often 
combined in one book, 

Specia,! Books- — ^In addition to the books that have been described, there are many others 
in use in the many different lines of trade and manufacture which we do not have the space to 
describe. These books are devised to meet the requirements of some special business, and their uses 
are readily understood by the bookkeeper. 
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SET 6. 

MANUFACTURING. 

Perhaps no other line of business actiyitj commands more attention from an economical, social, 
and industrial standpoint, than that of manufacturing. The preceding sets have been confined to 
mercantile businesses. The following set is intended to illustrate a system of accounts as applied 
to a large manufacturing establishment, modeled after that in use by one of the largest steel 
manufacturing companies in the world. 

SPECIAL FEATURES. 

(1) Explanation and illustration of corporation accounts ; (2) Explanation and use of the 
Toucher system ; (3) Illustration and use of special columns in books of original entry ; (4) Expla- 
nation, illustration, and use of department accounts, labor accounts, etc. 

JOINT STOCK COMPANIES AND CORPORATIONS. 

A.dVBIlt&gB8. — Corporations, or Joint Stock Companies, as they are sometimes called (see 
note below), are one of the necessities of the times. The large combinations of capital required to 
conduct and carry on great commercial and industrial enterprises demanded some arrangement 
that would lessen the individual liability and responsibility of the ordinary partner. Consequently 
laws have been enacted in the different states, creating for corporations a separate legal existence 
and extending to stock-holders certain priyileges and exceptions from liability which cannot be 
secured in the ordinary partnership relation. 

NoTiB. — CorporaUonsarealwaysJoiiitBtockoompanles, but joint stock companies are not always corporations. 
For instanoe, the capital of an ordinary partnership may, by agreement between the partners, be divided into shares, 
and the bnsinefls oondnoted by a board of directors and ofQoers. Each partner's interest in the firm is shown by the 
number of shares which he holds, yet each shareholder is but a partner and is not relieved from any of the liabilities 
of a partner. This is a Joint stock company but not a corporation. In New York State the liability of the stock- 
holders in a Joint stock company is limited by statute. 

The principal differences between partnerships and corporations are shown on pages 149 and 150 under the head 
of Partnerships and Corporations, which you should now read. 

Fonn&tiOlL — Preliminary to forming a corporation the promoters usually prepare a state- 
ment» setting forth the object for which the corporation is formed^ with such additional informatioD 
as will enable the public to judge as to its desirability as an investment. A subscription blank is 
prepared, in which each subscriber signs a contract for the number of shares he wishes to purchase. 
As soon as a sufficient amount of stock has been subscribed (depending upon the requirements of 
the law, which varies in the different states), "Articles of Incorporation " are drawn and applica- 
tion is made to the proper state or judicial officer, who issues the document conferring the right to 
form a body corporate, providing the privileges asked for conform with the law under which the 
document is issued. 

Corporations are created in two ways : (1) by charter, or (2) by general statute. An act 
passed by the Legislature creating a corporation is known as its Charter, and when corporations are 
thus formed, a special act must be passed for each corporation. At present, most if not all of the 
states have a general law 'of incorporation, declaring by general statute the purposes for which cor- 
porations may be created. All that is necessary in these states is to substantially comply with the 
provisions of this statute. The document conferring the right to form a body corporate under 
general statute is called a Certificate of Incorporation, 

To form a corporation under the statute law of Maryland, it is necessary that five or more citizens of the United 
States, three or more of them citizens of the state, shall make, si^n, seal and acknowledge a certificate in writing in 
which shall be stated : 

1. Name in ftill and residence. 

2. Name of oorporation. 

3. Object and purpose of oorporation. 

4. Place where to be carried on. 

5. Amount of capital and stock. 

6. Number of shares and amount of each. 

7. Number of trustees, directors or managers and other names, who shall manage the concern the first year. 

The Certificate must be submitted to the Judge of the Circuit Court or one of the Judges of the Supreme Bench of 
Baltimore City for his approval as to conformity to law. 

The Certificate is then to be properly recorded, after which the body shall be a corporation. 
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When the charter or certificate of iacorporation has been secured, by-laws are adopted, a board 
of directors and officers are elected, and the corporation is ready to proceed in conducting^ the 
business for which it was created. 

BoQJ^d of Directors. — This body represents the stock-holders and is vested with the 
management and direction of all the affairs of the corporation, through its officers, who are elected 
from among its own number. These officers are usually the President, Secretary, and Treasurer. 

Duties of Officers, — The duties of the officers of a corporation are usually defined in the 
by-laws. 

The President is the chief executive officer. He presides at the meetings of the board and 
ordiiiarily exercises the authority of the board, when it is not m session. 

The SeCTetSLTy keeps the offMal records of the corporation, and usually attends to its cor- 
respondence. The Secretary's books are the. Minute-book, Subscription-book, or blank, Stock Oertifi- 
cate-book, Stock Ledger, etc. 

In the Minute-book are recorded the proceedings of all the meetings of the stock-holden and 
directors This record should be most complete, as the officers must look to it for the necessary 
authority to conduct the affairs of their respective offices, and in case of litigation it is taken as 
prima/acia evidence for the acts of the board of directors and officers. The minutes of each meeting 
should be signed by the Secretary and also by the President. 

The Subscription-booi, or blank, contains the subscription of each original stock-holder. 
The stock may be fully paid up or it may be paid for in installments at stated times, or at the call of 
the company. See form page 156. 

The Stock CertifiCSLte'bOOk. — ^This is a book of printed blanks with stubs, which are 
filled out and the blanks are issued to the stock-holders. See form of Certificate page 163. 

The TrSLIl8feT''b00l£. — In this book all transfers of stock from one stock-holder to another 
are recorded, and from it the proper entries are made in the different accounts in the Stock Ledger. 
See form of Certificate of Transfer page 163. 

7226 Steele Ledger, — ^In this book the accounts with different stock-holders are kept 
Each stock-holder is credited with the number of shares, and par value of stock issued to hinL He 
is debited with all stock he transfers to other parties. The summary of the balances, shown by the 
accounts in Stock Ledger, plus Treasury Stock, should at all times equal the amojint of the Capital- 
Stock account in the General Ledger. 

7226 Divideud'hOOk. — ^This book is kept to show the dividends due and paid to each stock- 
holder. A dividend is a certain percentage declared on the capital stock, to be paid from the 
earnings of the company. 

The amount of the dividend to be declared is determined from the condition of the businesa as shown by the 
Balance Sheet. When it has been declared, a ** Dividend " account is opened in the General Ledger which is credited 
for the amount of the dividend. As the checks are issued by the Treasurer the Dividend account is debited and when 
all stock-holders have been paid, the account will balance. As each stock-holder receives his check he is required to 
receipt for it in the Dividend-book. 

The SeCTetBFyis the custodian of, and is responsible for all the foregoing books together with 
the charter and seal of the corporation. 

The TTeSLSTlTer is the financial officer of the corporation. He is the custodian of, and is res- 
ponsible for all of the funds of the corporation. The ordinary books of account, in which is recorded 
the general business of the concern, are kept in his office, and the bookkeeper works under his 
instructions. It must be remembered that the books of the Secretary and those of the Treasurer 
are distinct and separate. 

The foregoing is an outline of the duties generally performed by the different officers, but they may be, and 
frequently are, changed by the board of directors to suit the requirements of a particular business. 

EXPLANATIONS AND USE OF THE VOUCHER SYSTEM. 

In the following set the voucher system, its use, and the different books required are fully ex- 
plained and illustrated. The advantages of the system will at once become apparent to the observant 
accountant. It is especially adapted to manufacturing and other large establishments where de- 
partment accounts are kepi See Vouchers, pages 164-5 and Voucher Register, page 160. 

A brief description of the voucher system is given on page 152, which you should read carefully. The plan as 
explained on page 152 contemplates the issuing of the check in payment of the voucher at the time the voucher U 



BUSINESS BOOKKEEPING AND PRACTICE. 



165 



issue<l, the check .^ing held by the payee until the voucher is due. In this set, however, the voucher itself is held by 
the party issuing it until its maturity, when the check is issued in payment and remitted with the voucher. This 
method possesses many advantages over the one described on page 152. Files, which contain receptacles for each 
day in the year, may be used, the voucher being placed in that receptacle which corresponds with the due date of the 
voucher. 

SPECIAL COLUMNS IN BOOKS OF ORIGINAL ENTRY. 

Special Oolumns are used primarily to reduce posting. This has already been demonstrated in the 
Commission set, illustrated on pages 12^130* They may be used in any business, and in any book 
that contains a number of similar entries that lire posted to the same account Li this set all the 
different books of original entry used as posting mediums, will have special columns adapted to 
meet the requirements of the business. 

DEPARTMENT ACCOUNTS, 

Bead "Department Accounts," page 141, also "Manufacturers," "Department Manufacturing 
Accounts " and " Operating and Repair Accounts," page 151. 

To illustrate the keeping of department accounts the business of manufacturing has been selected. 
The set is intended to illustrate the special features of the accounting department of the business, 
rather than to furnish an extended drill in the clerical duties of the accountant and his assistants. 

It is presumed that the student is thoroughly familiar with the science of accounts and the ordinary duties of the 
accoantant and bookJseeper ; therefore only sufficient entries are given to illustrate the special features of the set. 
The student is depended upon to note further the advantages (and disadvantages, if any) of the system, as well as to 
compare the present set with preceding sets, and observe the differences and similarities which exist. 

PROPOSITION. 

R W. Milton and H. H. Wales, trading as Milton & Wales, are equal partners in the business of 
manufacturing boilers, engines, machinery and castings. The present net resources of the business 
are valued at $70,000. They propose to organize a joint stock company, incorporated under the laws 
of the state, to be known as the National Foundry & Machine Company, with a capital of $100,000, di- 
ded into 1000 shares of $100 each. They agree to turn over to the company all of their resources at 
their present valuation, and receive in payment therefor 700 shares of the stock of the company at 
par, 350 shares of the same to be issued to Mr. E. W. Milton, and 350 to Mr. H. H. Wales. This 
proposition having been presented with a statement of the resources of the business as shown below« 
subscriptions for the remaining stock were secured as shown by the subscription blank submitted 
herewith. (See next page.) 
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The Btock baTing been subBoribed in full, & certific&tfl Betting forth the DuneB of the Bubscribers, 
the name of the corporatiou, itB object and purpose, etc., vras prepared and presented to the proper 
court officer, vho approved it. The certificate was then recorded in the Citjr Recorder's Office, when 
the process of fornuBg the corporation was completed. 

A meeting of the stock-holders was immediately called, when officers were elected as follows : 
Board of Directors: R W. Milton, Earle Winthrop, H. M. Grayson, Geo. R Hart, and H. H. Wales. 
Officers were elected by the Board as follows : President, E. W. Milton ; Secretary, H, H. Wales, 
Treasurer, G. R. Hart F. G. Botsford was continued as Superintendent 

By-laws defining the duties of the officers were adopted. The Secretary and Treasurer were 
empowered to secure necessary books and stationery and to adopt sucb a syntem of accounts as 
would in their judgment best meet the requirements of the business. 

The above information was taken lYom the Minut«-book ot the Secretary, and is iciven here for the general In- 
formation of thestndenL It is not our purpose to gointotbedel&lls of the organisation of the company. It la cns- 
tomary to employ the serviceiof an attorney In iucfaoaseB, to whom It ia beat to Intrnst the details of the otganlxatloii. 
mie National Foundry A Machine Co. la now ready to transact bualnaaa. 

OUTLINE OF THE BUSINESS AND ITS PUEPOSE. 

The business of the corporation is to manufacture machinery, castings, boilers, engines, etc To do 
•o, it is necessary to operate a foundry, boiler shop and an engine and machine shop, in which the 
engines and machinery are constructed. In addition to the ordinary accounts of a mercantile bud- 
nesH, it is desired to have the books show the losses or gains arising from each of these departments. 
It will therefore be necessary to keep a separate account with each, to be known as the Foondiy % 
Boiler %, and Engine & Machinery %. 

It is also desired that the Foundry % shall show at the end of the year the cost of all labor em- 
ployed, and the material used in that department To do this, separate accounts must be kept witb 
"Pig Iron and Scrap," "Labor," ■'Patterns," "Freight ond Express," "Building Machinery i 
Implements," and "Operating Expenses." Any items that do not come under any of these hesde 
are charged directly to the Foundry %. 

The accounts subordinate to the Foundry account are kept to illustrate what are known as Cost and Materi»l 
accounts. Similar accounts might be kept for the Boiler snd the Engine & Machinery accounts, but are omitted in 
thia net so that both methods may be illustrated. In large businesses It ts always wise to keep separate Coat and 
Material accounts for each general department account. 
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A Sales Ledger will be used, which will contain accounts with all persons to whom goods are 
sold. All purchases are made upon a cash basis, and instead of the ordinary check, Touchers will 
be issued in payment of all bills. This will necessitate the keeping of a Voucher Register. The 
entries are made in the Voucher Register from the stub of the voucher, exactly as the entries for 
checks issued are made in the Cash-book from the stub of the check. 
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TIME-BOOK AND PAY-ROLL 



The aboTO lllnatratloii shows the Pajr-roll at the time the Touoher and check are Itaned for it Aa each employ 
ispaiil, he Bigns his name In the hlnnk onlumn tothorleht. Read note pMte IH. 
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In the alx>Ye illustration of the Cash-book the word " Balanoe" Is omitted on the credit side as being unnecessary. 
A great many practical bookkeepers omit this word on the credit side in closing the Cash-book, but write it on the 
debit Bide as shown on the opposite page. It is written here so as to avoid writing the name of the first account on 
the debit side on the wrong line. 

THE BOOKS USED. 

The Cash-book, Sales-book^ Sales Ledger, Youcber Register, the Journal and the General 

Ledger are used as principal books, and the Time-book and the Payroll-book as auxiliary. The 

Bills Beceivable-book may also be kept when many notes are receiyed. 

The Time-book and Pay-roll are combined in the illustration given on page 158. The purpose and use of these 
books are so fully shown in the illustration that no further explanation is deemed necessary. When they are used Axk 
separate books, only the total amount of time is entered in the Pay-roll book from the Time-book. 

GBBhrhOOiL. — ^This book has three columns on the debit side and four on the credit The 
first column contains the ''Sales Ledger Credits," that is, all receipts which are to be credited to 
accounts in the Sales Ledger, are entered in this column. Second column is the '' Discount Dr. " 
column, and the third contains the net cash receipts. The peculiar features of this book can be 
readily understood by referring to the illustration above. 

The credit side contains four columns : the first, for '' Sales Ledger Debits ; " the second, for 
"Vouchers Payable Dr.;" the third, for ''Discount Cr.," and the fourth, for net cash payments. Only 
the footings of the first two oolums on the debit side and the first three columns on the credit side 
are posted at the end of the month, as shown in the illustration. 

SalOS'bOOi, — This book contains special columns in which are entered the sales belonging 

to each department. The totals are posted io the debit of the Sales-Ledger account, and the credit 

of the different Department accounts at the end of the month. See illustration page 157. 

The totals of the different columns should be arranged for posting at the end of the month, one following the other 
on separate lines as shown in the illustration of the Cash-book. 

SaJeS LedgeTo — This book is kept just like an ordinary Ledger, except that accounts with 

persons only appear in it. An account is kept in the General Ledger representing the Sales Ledger 

under the title of "Sales Ledger %.'* This account is often known as '* Accounts Eeceivable %." 

(Bead "General Ledger Accounts Bepresenting Subordinate Ledgers," page 142.) This account is 

debited at the end of the month for the total sales taken from the footing of the Sales-book, and it 
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is credited from tfae CsBh-book and Journal for the total payments received on account during the 
month. The sum of the balances shown bj the open accounts in the Sales Ledger shonld exactly 
equal the balance shown by the Sales Ledger % in the General Ledger. 

VOUCliej* Register. — This book and the vouchers themselves are the distinctive features of 
what is known as the Voucher System. In the Toucher Register (sometimes called the Vouchers 
Payable Book) are entered all the vouchers issued, A careful study of this book, of the voucher, 
and of the distribution of accounts as shown on the back of the voucher will reveal the strong points 
of the voucher system. They may be eummed up as follows : 1. It avoids the necessity for opening 
accounts with creditors, as vouchers are Issued for all purchases. 2. It allows of the proper distri- 
butioD of accounts into Department, CoA and Material accounts with the least labor to the bookkeeper. 
S. It secures greater accuracy and guards against fraud in conducting the business of large concema 

The voucher system is used with many variations as to form, time of payment, etc. It is sus- 
ceptible of great elasticity in adaptation to the particular requirements of different busineases. The 
(Ian most generally adopted is as follows. After a bill has been received and found to be correct, 
a voucher is at once made out ; that is, the items are copied from the bill to the voucher, and are 
then distributed to the proper accounts noted on the back of the voucher. 

If a discount is to be deducted from the bill, the deduction is made at the time the check is 
written. The terms of the bill should be shown on the voucher as well as the deduction of the 
discount. 

Sometimes it is preferred to paste or fasten the bill itself to a form of VoucherBeceijA (see form 
p. 166) on the back of which ia printed the form for the distribution of the items. In either case the 
Toncher is folded so that this distribution is exposed on the back of the voucher. 

It iB the cuHtom with manr honsee to file all the bills received durinK the month and, at the end of the montb, 
iKBae a voucher to each party from whom a bill is purchased. When more than one bill 1b received during the montli 
from the same party they may all be entered on one voucher, provided It Is the rule to copy the bill on the voacher. 
If, however, the bill 1b pasted to the voucher, as Indicated above, a separate voucher must be iMued for each bill. The 
dieadvantageof iBBulngall the voucberaat theend of the monthis that It inoreaeeB the work of tfae bookkeeper wh^n 
he can least spare the time. Tooveroome this objection some hooses do not Issue vouchers for one month until Bome- 
Ume during the following month. 

Many houses issue all vouchers for the month only upon a certain regular date of the following month. For is- 
■tance, on the lOth of the month vouchers are issued for all the bills of the preceding month. 

When the voucher has been filled out, it is at once entered in the Voucher Register with the 
items distributed to their proper accounts, as shown on the back of the voucher. 

The disposal of the voucher depends upon the terms of the bill purchased. If a bill is to Ix 
paid at once, the check is immediately written and forwarded with the voucher to the party to whom 
it is payable. If the bill is not due until some future time, say 10, 30, 60, or 90 days, the most 
a plan is to place the voucher in what is known as a licMer ^, having receptacles for th« 
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diffflrflnt monthB and days of tlie year. The TOncher should be placed in the receptacle dating; a 
few dajB prior to the maturity of the bill, so that the voucher with the check may reach the seller 
within the term of credit. Aa each bill matureB the voucher ia taken from its receptacle, a check is 
written and forwarded with the vouoher to the payee. The check should contain a number to cor- 
respond with the number of the TOUcher. 

When tbe voucher and check kts reoelTed \>y the party to whom they are tsBued, the voucher should at onoe be 
receipted in fall, In the form printed on the voucher, and the entire voucher and reoelpt returned to the sender. Not- 
withsttuiding the plain inetructione printed on the vouoher, some tfaoughtlesa bnBlnesB men neglect to tbUow them. 
The check is deposited by the payee and la finally returned to the party who issued it, by the bank on which it was 

When the check is returned by the bank, it should be pinned or fastened to the voucher for 
which it was iesued and then filed permanently. The vouchers should be filed in the order of their 
numbers, so that any particular voucher can be quickly found. 

In some establishments all checks are written at the time the voucher Is written. In suoh cases the check is 
madepayableatthemalnrity of theblll, either by post-dating the check, or by making the check "Fsyable on or 

after " (maturity of the bill). This plan is not advocated for general use, aa many persons do not like to accept 

checks so written. Again, some vouchers are paid with a check attached, which is lorn off at the perforation, when 
received by the payee. Id other cases Oie voucher remains attnohed to the check snd Is deposited In bank, and re- 
turned to the party Issuing the voucher with the check. One great objection to this plan is the inconvenience of 
handling the voucher when passing through the bank. 

At the end of the month Youchere Payable account (or Accounts Payable) ia credited for the 
total amount of the vouchers issued, as shonm by the "Vouchers Cr." column. The different depart- 
ment cost and material accounts are debited for the amounts shown by their respective oolumna 
Vouchers Payable account is debited from the Cash-book with all checks issued in payment of 
vouchers ; consequently any balance shown by the Vouchers Payable account is the amount owing to 
others for bills purchased, — the amount of vouchers unpaid. When all vouchers are paid the account 
will balance. 

Journal. — ^By referring to the illustration of the Journal the purpose of the different columns 
can be readily understood. Only the items in the General I/edger and Sales Ledger columns are 
posted during the month. The footings of the Sales Ledger and Department % columns are posted 
at tiie end of the month. See illustration page 167. 
Arrange totals fbr posting ae previously instmcted. 

OBDBT&I LedgOT. — This book does not differ from the ordinary Ledger, except that it does 
not contain personal accounts. 

* NOTK.— The forms shown in this set are intended only to illustrate the different books and papers used, and are 
not to be taken as a gnide in making the entries, as the amounts may not be correct 
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To the student — It is presumed that you have carefully studied the foregoing informa- 
tion preparatory to becoming general bookkeeper for the National Foundry & Machinery Co., the 
duties of which position you will now assume. As you have already been informed, the ordinary 
books of account of a corporation are usually in charge of the Treasurer and you will therefore 
receive your instructions from Mr. Hart. Bemember that the Secretary is the custodian of the 
Subscription-book, Stock-Certificate-book, Stock Ledger, and Minute-book, therefore you will hare 
nothing to do with them ; however you should carefully study the forms of the different books as 
shown in the illustrations, so that you may understand their use, and the manner in which they are 
kept. 

Mr. Hart, in whose office you are employed, being your immediate superior, you will follow his 
instructions very carefully in regard to the different transactions. 

JULY 1, 

Mr. Hart — ''As subscriptions have been received for 1000 shares of stock at par, which is the 
entire capital stock of the company, make a Journal entry : ' Subscription % to Capital Stock % 
$100,000 ' with the proper explanation." 

At the time of oi>ening the books Subscription aoooont should always be debited for the fUll amount of the stock 
subscribed to that date, and as the remaining stock (if any) is subscribed, Subscription account should be debited for 
the same, at its par value. The object of the Subscription account is to show how much has been paid on the sub- 
scriptions, and how much is still owing. 

Mr. Hart. — "I have received a bill of sale from the firm of Milton & Wales for the property and 
plant as shown by this statement, which is in payment for their subscriptions for 700 shares of stock, 
for which stock certificates have been issued. We will keep special cost and material accounts for 
the Foundry Department, but not for the Boiler and the Engine & Machinery Departmenta Make 
an entry in the Journal charging the different accounts as indicated in the statement. Credit 'Sub- 
scription %' for the total $70,000." 





(^d^i^ti/. >Jtn/tA^^9^zy^:cTy 















^3tH:A^yg 



^3COO 




<^;yPt^y(^PZ^^.>4^^.^y^^ 





A2/i 



'^c 



6/^o 



Make the Journal entry for the above statement on a sheet of bill-cap paper and present for approval befbre 
entering. Subscription account is debited for the total subscriptions received for the stock ; it is credited for tiie 
amount of those subscriptions paid, whether in cash or otherwise. In case the subscriptions were paid in install- 
ments, or for any other reason were not paid in fUU at the time the books were opened, the difference between the 
two sides of the Subscription account would show the amount owed the company by the stock-holders. 
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CERTIFICATE OP STOCK. 




national foundry « macMne Co. 

CAPITAL STOCK $100,000. 



s iSe oOmcr of 
^rSHares of He CapHal Sfoc^ of lUe 



J»rati01\al ]T0undr^ & ^achine (^ompany, IronsftraSfe in person or 6g 
attorney on fUe Soo^s of said Company onfg upon ike sarreniitr 
, of litis Cerfificafe. 

^ fit raitnces Wbtttel^ Oils C*rl0faU isjipitdfy tbt PmOtiU anS 

^ Sea^arj Uiii -TJ^^^^ ito- t^^^kiiUU. A. T)., 

relt seal cf Iti Compaify. ^ ^~~^ 

1^ 



^fV^WVW 



wwwv 




Mr. Hart. — " CaBh has been received as followB in payment of Bubscriptions to the capital stock 
of tbe company, as per the subscription book : H. M. Grayson, $5000; Earle Winthrop, $5000 ; 
Geo. B. Hart, $2500 ; £. B. Grayson, $2600 ; M. Grace, $10,000 ; A. H. Rivera, $5000. Certificates 
of stock have been issued to the different stock-holders for the full amount of their sabscriptions, 
and their accounts have been properly credited in the Stock Ledger. Make the proper entry for the 
cash received, in the Cash-book." 



l^- 



CERTinCATE OF TRANSFER. 



TRANSFER BOOK.-National Foundry & Machine Co. 

', S,JZ,_ hereby assign and transfer to 

=r::^::r:^r=- a//x5»>?i::^- right title, and 

r^rrshares of the capital stock of the Nirttonal Foundry & Machine 



For Value Received, 

interest in ...j-.>dr£<^S/rr- 

Co., now standing on the books of the Company in my na\ 

Dated this j^cj^-^day of ...Q^^i^&'^rr,.^ Signed, 

Debit. 



No. of Cerlificate surrendered ^. 

No. of Certificate issued ^„ 



Credit. 




Certificates of Transfer are used when a party, baving disposed of stock to anotber party, wiabes to have tbe same 
Iransfbired on tbe books of the Company. Tbo oerUflcates oftranBler are usually boand in book form, and Itis from 
tbese certificatoB tbat the proper entries are made In tbe Stock Ledger, debiting the party BUirenderlng the old c^riifi. 
«le and crediting the party to whom the new certifloate is isauedi 
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You have now made the distinctiye opening entries pertaining to a set of corporation books and 
are ready for the recording of the ordinary business transactions. Open the Capital Stock % on 
the first page of the Ledger, and the Subscription % in the middle of the page; then post the entries 
from the different books, opening two accounts to the page and take a trial balance. 

The opening entries for joint stock company books vary, as almost every bookkeeper has his own i>eculiar plan. 
For instance each stock holder may be debited individually in the General Ledger for the amoiut of his subscrip- 
tion, instead of Subscription account, or Subscription account is frequently opened under other titles, such as Stock- 
holders, Franchise, Certificates of Stock, Unpaid Capital, etc. It is not unusual for the Capital Stock account to be 
credited directly ftx>m the Cash-book for the amount of cash received in payment of stock, but this is usually done 
only when the stock is all issued at the time of organizing the company and is paid in full. 

In this set but one day's business is given in each week, or rather a condensation of all the important entries ol 
the week are given as one day's business. This has been done for a two-fold purpose ; in order to avoid a needless 
repetition of similar entries, and also to secure the natural maturity of bills, notes and accounts. The nnmber of 
transactions given are considered ample to illustrate the purposes ot the set, which is all that is deemed neoessaxy 
for the student who has advanced to this point in his work. 

In giving the cost of material, labor, etc., which enter into the production of the finished product in the different 
departments, the prices are not intended to be strictly accurate but are approximate to those ruling in the general 
market. However, about the proper proportions of the cost of the different items which enter into the manufacture 
of the goods, have been maintained. 

No effort has been made to give the student information in regard to the technicalities of the foundry and 
machine business. Only such information is given as is necessary to the bookkeeper, in order that the proper 
records may be made. A technical knowledge of any business can only be obtained by an actual experience in that 
business, and inasmuch as such a knowledge is in no way a necessary part of an accountant's education, no effort 
has been made to ftimish any information outside of that necessary to the proper conducting of the accountants' 
department. 



VOUCHBR. 



National Foundry & Machine Co. 

To (hi^4^i 



TtRIIS 



. M^ Y^^ 




Address 



vc^i^^^^^^, K 




Dr. 



C/2r^^^ 









/ 



/i./s 



^y^^.^>c4c*^s>g<g>^.x^ ^^ 



-^^ 



/^^ 



.^ i¥ 



^^=^ 



^^^ 



^jr 



z: 



/ certify thai the abcwt accamU is correct^ having been contracted for the use and benefit of 
the National Foundry 6f Machine Co. ^ 

roved.' ^ C&C^r : /^^^^ '^^ Treasurer. 

.President. per. 




/f^ 



from the National Foundry <&* Machine Co. 



y^ PtKAW NteilFT AND RITUIIN TNI9 BNTIIIK VOUeNKR'WrTNOUT 



•V rmST HAIL. 



This illustration shows the voucher after it has been received with the check, receipted, and returned by the 
Oster Mfg. Co. The check is shown on the next page. 
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uQyC^^J. 



^^ay.^h^S^X^Z€i^y^ 





l^^U^ 



i^u. 




'%u^e^u/^.jL 



BACK OF TOUCHER. 

No — ZL Isiued..A//^ 





Address 



Paid 




Check No^J!^, 



operating Expenses, 

Pig Iron and Scrap, 

Coke, 

Labor, 

Patterns, 

Building Mch.' & Imp. 

Freight and Express, 

Boiler % 

Engine and Machinery % 

Salaries, 



Foundry % 



incidentals 



.1 



General Expense. 
Toul, 



J^/A 




National Foundry & 
Machine Co. 



JULY 8, TRANSACTIONS. 

Mr. Hari — "The following hills have heen re- 
ceived during the week. Issue vouchers for them 
and pay those on which a cash discount is offered 
by check. File the other vouchers until they 
become due." (See form of Voucher Begister, 
page 160.) 

Sign the name of the Treasurer, Geo. R. Hart adding 
your own initials or name; talLe the vouchers to your 
teacher who will sign the President's name. 

As each voucher is paid, leave it and the check with the 
teacher, who will represent the parties to whom they are 
issued. Later, when the voucher is returned, place it in a 
separate file until the check Is also returned, when it should 
be folded with the voucher, and both permanently filed in 
the order in which the vouchers are numbered. 

Note to the Teacher. — The voucher handed you by 
the students should be properly receipted and returned to 
the student within a short time ; on the morning after the 
day following is a good time. The checks issued by each 
student should be properly endorsed and placed in packages 
ready to be returned when the student calls for them. This 
work may be greatly facilitated by the useof rubber stamps 
and files. 

Oster Mfg. Co., Chicago, bill of July 8. Terms ^% 10 
days, net 60. 6 tons Lake Superior Charcoal Pig 

Iron at $15, $90 ; 10 tons Foundry No. 2 Pig 

Iron at $14, $140; - - - 8 tons Ohio Strong Softeners 
No. 1 Pig Iron at $16.76, $134 (charge Pig Iron %)\ 
- - - Total $364. 



Note.— The Pay-roll is made out in the Superintendent's office. The time of each workman is kept by the foreman 
of each department, or in large establishments by the timekeeper, who reports the time to the Superintendent's office 
daily or weekly ; ttom these reports the Pay-roll, as illustrated on page 158, is made. It is then passed to the Treas- 
urer, who instructs the bookkeeper to issue a voucher for the amount, which is receipted by the Superintendent. The 
check for the voucher is made payable to the Superintendent who pays the men. As they are paid, they are required 
to sign their names to the Pay-roll, in the column indicated. After the men have all been paid, the Superintendent 
returns the Pay-roll to the Treasurer, where it should be filed with the voucher for which it was issued. The vouch- 
er record then shows the receipt of the Superintendent for the total amount of the voucher, and the receipt of each 
employee for the amount of his wages. When the check is returned, it should be filed with the voucher, as you have 
been instructed. 
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VOUCHSR. 



National Foundry 6i Machine Co. 





CPui^ 




Addre. 












-/y 






y^^ 




^<^ 



I certify -that ike above account is coYrect^ having been contracted for the use and benefit of 
ike National Foundry df Machine Co^ 

Treasurer, 





^President, 



per. 



^ff^ 



1leceive&,. 



., from the National Foundry 6f Machine Co, 
^Dollars in full for above account. • 



y^ PUU^t, RCCKirr and RCTURN this KNTIIIK VOUCHCII WITNOUT DrrACHINQ RKCCirr. BY FIRST MAIL. 

This represents the voucher as it is made out firom the bill ready for filing. 



NC...J2. Issued 




Ai?..]Ss:^. Issued. 



Due ,j:!^^i:e:£dS^ ti^Kf^L — $./^<Lf7 



^< 





r.4>tz/,0^ 



Paid 



Cktck No.. 



operating Expenses, 

Pig Iron and Scrap, 

Coke, 

Labor, 

Patterns, 

Building Mch.' & Imp. 

Freight and Express, 

Boiler % 

Engine and Machinery % 

Salaries, 



Foundry % 



Incidentals 



.( 



General Expense. 
ToUl, 



J^ 



/^J-^^ 



/^yLiJl£^ 



Operating Expenses, 

Pig Iron and Scrap, 

Coke, 

Labor, 

Patterns, 

Building Mch.' & Imp. 

Freight and Express, 

Boiler % 

Engine and Machinery % 

Salaries, 



• Foundry % 



Incidentals 



.! 



General Expense. 
Total, 



M2.-. 




^^ 



'1 



^a^f/ 



National Foundry & 
Machine Co. 



National Foundry & 
Machine Co. 
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Bought of THE CAMBRIA CO. 




MAHUrACTUIItlia OF 



Coke Pig Icon and Steel. 



AJAa > < ' ^ .yJ^j^J^lDJ^^^^ 'O^^yljdA z^^^ti^'iMl^Jy  • 




y///:, ^72^> : 0^4 2- '//. 37U. 



,.J^^yy /'i^/^ 



■fr/^ 



£/s3^'l 



- .^^^^ 



^^-^ 




^-f^" 



• M'.r<^ 



/. 1h¥ 



I^t^^l 



W .^^^);^^^^.,/^^^JAj7^^y0^/a 7 /A^ - 



// 






^ 



/^ 








sT^ 



T'J' /^ 



.^^^ 



^i£:: 




/ ^^/^Jy that the above account is correct^ having been contracted for the use and benefit of 
the National Foundry 6f Machine Co. 




iM, 



No.n2 



£3/!JLL...,/jl^:9^ 



_, from the National Foundry & Machine Co. 
.D^OBfs>Jff]full/jfor^ aboef^ account. 




AjicL/.\JA 




j;^ PLKASC RKCCIPT AND RKTURN THIS CNTIRK VOUCHKR WtTHOMT DKTACNINO RKCtlPf. BY \rill«T HAIL. 



This illustratioii shows the form of the voucher, when it is attached to the original bill received from the party 
from whom the purchase was made, instead of the items being written on a separate blank, as illustrated in the other 
forms of the voucher shown. This plan saves the rewriting of the items of the bill on the voucher. The voucher is 
pasted to the bottom of the bill at the point indicated by the double lines. The form for the distribution of the 
accounts is printed on the back of the voucher. The illustration shows the voucher after it has been receipted and 
returned by The Cambria Co. 

JULY 8, TRANSACTIONS CONTINUED. 

Walworth k Co., Philadelphia, Pa., July 5. Terms net 80 days. 8 2' Globe Yalves at $5.90, $17.70 (Boiler 
%);--- 4 IJ" Angle Valves at $3.85, $15.40 (Boiler %) ; - - - 2 24" Globe Safety Valves at $20, 
$40 (Boiler %);--- 9 IJ" Elbows at $1.05, $9.15 (Boiler %);--- 5 J" Unions at $1.90, $S.o0 (Boiler 
%);--- 8 Plain Lubricators at $8.60, $10.80 (Eng. & Moh. %) ; - - - 7 Nickel Plated Gil-cups at $1.75, 
$12.25 (Eng. & Mch. %);--. 7 1}" Crosses at $1.50, $10.50 (Boiler %);-.- Total $125.60. 

In making out the vouchers for this, and all similar transactions having more than one item to be charged to one 
account, group the items so that the total amount charged to each account can be ascertained, and enter only the 
total amounts on the back of the voucher and also in the Voucher Register. See voucher page 166. 

The Cambria Co., Johnstown, Pa., bill July 8. Terms b% 10 days, net 60. 6 Sheets Open Hearth Flange 
Steel ^x72z232', 16874# at 2.14<^, $350.40 (Boiler %);--- 16 Pieces Moh. Steel, 1290# at 1.95<^, 
$25.16 (Eng. & Mch. %);--. 7 pieces Tool Steel, 550^ at 4.5<^, $24.75 (Eng. k Mch. %);--- 20 tons 
ConnellsviUe Coke $2.10, $42 (Coke %);.-. 70 4" Boiler Tubes, 1260 ft. at 60<r, less 65^, $264.60 (BoUer 
%);--- Total $706.91. (See voucher above). 
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JULY 8, TRANSACTIONS CONTINUED. 

Mr. Hart— "The following goods have been sold for which bills have been made bj the bill 
clerk. Make the proper entries in the Sales-book. (See form of Sales-book, page 157.) 

Suburban lUilway Co., Trenton, N. J. Net 10 days. 100 Rail Brackets, 15000^ at 3(^ ; - • - 250 Bail-Flanges, 

3250# at 2|<^ ; - - - 300 Brake Shoes, 3600# at 2}<^ (Fdry. %). 
Beading Wood Pulley Co., Beading, Pa. 2% 10 days, net 30. 1 Upright 10 h. p. Boiler and Engine with 

Trimmings complete, $265 (Eng. & Mch. %). 
Southern Mfg. Co., Birmingham, Ala. Net 10 days. 1 60 h. p. 4" Tube Boiler and Trimmings complete, per 

contract, 9495 (B. %);...! Side Crank 50 h. p. Engine with Fixtures complete, $475 (Eng. & Mch. %) ; 

- - - 1 Cast Iron Boiler Front with Furnace Doors and Trimmings complete, 945 (Fdry. %). 
Grand Central Hotel, City. Terms Net Cash. 1 Heating Boiler and Trimmings, $95 (Boiler %);--- 3 

Kitchen Ranges with Fittings at $62.50 each (Fdry. %). 

Mr. Hart — "Issue a Toucher in favor of the City Dray Co. for the following freight bills, after 
which you will issue a check for the amount, and secure the proper receipt on the voucher.*' 

From Oster Mfg. Co., Chicago. 1 Car of Iron, $23.50 (Frt. & Ex. %);--- 1 Box of Valves from Walworth 
Co., Phila., Pa., $2.50 (Boiler % 75<^, Eng. & Mch. % $1.75) ; - - - From Cambria Co., Johnstown, Pa. 
1 Car of Coke. $5.50 (Fdry. %);--- 1 Car of Steel, $7.25 (Eng. & Mch. %). 

It is generally the custom when keeping department accounts to charge freight bills directly to the department 
for which the goods were brought. This plan is followed in this set. When the goods of a single freight bill are diB> 
tributed to various departments, it is the custom to make as equitable a division of the freight bill as posHible. This 
is illustrated in the bill from Walworth A Co. in the above entry. 

It would also be proper to open a general Freight A Drayage account to which all such voachers would be 
charged ; this, however, does not charge each department with the actual cost of the materials, etc, which is the dis- 
tinctive principle of department accounts. 

Mr. Hart. — "Issue a voucher in favor of myself for $25 for stamps, stationery, and other 
incidental office expenses and write a check for the same." 

This transaction illustrates the manner in which an account of ordinary expenses is kept. As the Treasurer 
has not yet expended this money, he cannot make any statement in detail as to how it has been expended. It is 
customary, however, for the Treasurer to hand in such a statement later on. This statement may then be pinned to 
the voucher, and in this way an itemized statement for all expenditures may be secured. 

Mr. Hart— "The Superintendent hands in the following " Oharge-bills " for materials and labor 

transferred to other departments which were handed to him by the foreman of each department." 

(See Journal, page 157, also Charge-bill, below.) 

When department accounts are kept it is necessary for the foreman ot each department to keep a record of all 
materials or labor transferred to other departments which has been charged regularly to his department. To do this 
it is customary for each foreman to keep a memoranda of all such transfers of material or labor, and hand a report 
of the same to the Superintendent or bookkeeper at the end ot each week, when the proper entries are made on the 
general books. Generally the Superintendent affixes the prices, as the foreman may not be familiar with them. 
These reports are known as **Charge-bills ; " sometimes "Credit-bills' ' are also rendered. In them all labor or material 
received from other departments are reported. When this is done the Charge and Credit>bill8 should agree ; that is 
the Charge-bills coming from one department should check with the Credit-bills coming from another. 



National Foundry & Machine Co. 

Charge- bill ^--i/m^^^^r?^ Departm en t 

Date, — ^^4^^^^ /^, 



CHAROC. 



/S^i^di/^jUiy 



<0^«f.K 




'Te/oU^ 



LABOR OR MATERIAL. 










Ji^ 



"^id^ «/S^^-7^ ^^^ 



^^< 



COST. 







T^ 
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JULY 8, TRANSACTIONS CONTINUED. 

Fonndry Dept. Charge-bilL 

Boiler % Dr. 20 Grate Bars 6' long, 3200# at 2|<^, S80 ; - - - 3 sets Grate Bearers, 750^ at 2]<^, 820.63; - - - 3 

Arch Plates, 750# at 2]<r, $20.63 ; - - - 2 sets Buck Stays, 3000^ at 2J(^, $82.50 ; - - - 45 hrs. Labor at 18<^, 

W. 10; - - - Total 8211.86. 
Eng. k Mch. % Dr. 1 Ely Wheel, 1200# at 3<^, $36 ; 12 Metal Bearings, 72# at 3i<^, $2.52 ; - - - 1 Engine 

Frame, 7 Castings, 2100# at 31<^, $68.25 ; 6 hrs. Labor at 20<^, $1.20 ; - - - Total $107.97. 

Boiler Dept. Charge-bill. 

Foundry % Dr. 450# Scrap Iron and Steel at \\i^, $6.75; - - - 42 hrs. Labor at 15<t, $6.30 ;• - - Total $13.05. 

Eng. A Mch. % Dr. 1 Upright BoUer 44x72% $112 ; 1 20 h. p. Upright Boiler, 48x78% $186 ; - - - 

1 40 h. p. Horizontal Tnbolar Boiler, 60x156', $295.50; - - - Total $593.50. 
Eng. k Mch. Dept. Charge-bill. 
Foundry % Dr. 3 Brass Gange Cocks at $3.50, $10.50 ; - - - 4 Brass Bearings, 36# at 7<^, $2.52 ; - - - 12 hrs. 

Labor at 25<^, $3 ; Power for one week, $4.50 ;* - - - Total $20.52. 

Boiler % Dr. 1 Brass Safety Valve, $30 ; - - - 1 Chime Whistle, 1 J', $28; - - - 1 Chime Whistle, J", $11 ; - - - 

1 Safety Water Gauge, $6.50 ; - - - 15 hrs. Labor at 18<^, $2.70. Power for week $3 ; - - • Total $81.20. 

* The Engine and Boiler which ftimishes the power for running machinery of the plant is located in the Eng. A 
Mch. Department. The above charge is an estimated cost of the power used by the Foundry Department and is con- 
sequently charged to the Operating Expense account 

Mr. Hart. — "Issue a voucher for the amount of the pay-roll for last week in favor of F. G. 
Botsford, Bupt. Write a check for the amount of the voucher and have the voucher properly 
receipted." 

Refer to .the illustration of the Pay-roll shown on page 158 for the amount of labor performed In each de- 
partment and the total amount for which to issue the voucher. This Pay-roll is made up in the Superintendent's 
office flrom the Time-books kept by the foreman of each department. See note page 165. 

It must be remembered that vouchers are issued for everything for which cash is paid when the voucher 
system is used in its entirety. In some establishments, however, vouchers are issued only for bills purchased, and 
expenses, salaries, etc, are paid in the ordinary way without issuing vouchers. As the student is already familiar 
with this latter method, in this set, vouchers will be issued for all payments of cash except when cash is paid to be 
obarRed to i>er8onal accounts in the Sales Ledger, which will be explained when the transaction occurs. 

Again some houses pay city vouchers for small amounts in cash instead of by check. In this set, however, 
everything is paid by check. One particular advantage of the voucher system to which we call your attention 
especially is, that each voucher is in itself a receipt. This is most essential when books are regularly audited as is 
usually the case with corporations. 

Posting- — Post at the end of each days' business and prove cash. 

Only such items are posted f^om the different books of original entry as affect personal accounts in the Sales 
Ledger and such accounts in the General Ledger for which special columns are not kept In posting to the Salea 
Ledger a system of '* Reverse Check or Proof Posting " should be adopted as explained on page 145, so as to guard 
against any mistakes. 

JULY 16, TRANSACTIONS. 

Mr. Hart— "Reading Wood Pulley Go's check for $269.70 is received, in full for their bill of 
July 8, less discount. The Grand Central Hotel's check is also received, in full of account" 

See entries C. B., page 160. 

Mr. Hart. — ''Issue Vouchers for the following bills and pay those which offer a discount for 
cash." 



Magee k Harding, Cincinnati, Ohio, July 6. Terms net 30 days. 12 tons Southern Coke Pig Iron No. 1 at 

$13, 8156; - - - 11 J tons Tennesee Pig Iron No. 1 at $14.50, $166.75 (P. I. <y^) ; - - . Total $322.75. 
Dixon Hdw. Co., City, July 12. Term net cash. 2 Eagle Aifvils, 480# at 4:<^, $19.20 (Boiler %) \ 2 

Sledge Hammers at $2.75, $5.50 (Fdry.,M. & L %) ; 3 kegs of Wire Nails at $3, $9 (E. &M. %) ; 

- - - 76# Bar Lead at 41(^, $3.42 (E. & M. %);--- 5 Hand Files, 45<^, $2.25 (E. & M. %);--- 2 

Bench Vices at $12.50, $25 (Boiler %);--- Total $64.37. 
Jenkins Bros., City, July 8. Terms n^^t 30 days. 3 Foundry Patterns, $28.50 (Pattern %). 
Pittsburg Manufacturing Co., Pittsburg, Pa., July 13. Terms Vio. Veo. 9 Pieces Bar Iron, 760# at 1.4^, 

$10.64 (Fdry., Mch. k Imp. %);--- 7 pieces Open Hearth Steel, 670# at 2.05<^, $13.74 (E. k M. 

%) ; ... 4 Plates Flange Steel, | x 22 x 72', 1800i» at 2<^, $36 (E. ft M. %);..- 1 piece Tool Steel, 

100« at 3<^, $3 (E. k M. %). 
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JULY 16, TRANSACTIONS CONTINUED. 

Exoelflior TranBfer Oo., City, July 15. Terms, net cash. To Hanling 100 Bail Brackets, 250 Bail Flanges. 

800 Brake Shoes, «3.50 (Fdry., F. & E. %);--- 1 Upright BoUer and Engine, «7.50 (E. & M. %) ; 

1 Tube BoUer, $450 (B. %);..•! Engine and Fixtures, $6 (E. A M. %);•-- 1 Cast Iron BoUer 

Front, $1.50 (Fdry., F. A E. %) ; - - - Total $23. 
Office and Snpply Co., July 12. Net 80 days. 16 yards Office Matting at 40<^ per yard, $6.40 ; - - - 8 Office 

Rugs at $4 per Rng, $12 ; - - - 1 qt. Copying Ink, 75<^ ; - - - 2 boxes of Pens at 80<^, $1.60 ; - - - Total 

$20.75 (Incidentals). 
Howard Refining Co., Pittsburg, Fa., July 10. Terms net 80 days. 1 brl. X. X. Lubricator, $9.75 (Op. Ex.) ; 

- - - 1 brl. Cylinder Oil, $10.60 (E. & M. %);--- 1 brL Lard Oil, $14 (Boiler %) ; - - - Total 

$34.85. 

Mr. Hart. — *' The following goods have been billed from the different departments ; make the 
proper entries in the Sales-book." 

Adams Hardware Co., NewTork. Terms net 80 days. 17 pieces Ass'd Stove Castings, 456# at 3^ (Fdry. %) ; 

... 300 Ass'd Sash Weights, 1280# at 2<r (Fdry. %);--' 4: 60 gallon Machine Biveted Boilers at 

$11.50 (Boiler %). 
Bussell Mfg. Co., Providence, R. I. Terms Vio» Veo- 2 Engine Frames, 4860# at 8<^ (Fdry. %) ; 16 pieces 

Engine Castings, 2790# at S^ (Fdry. %} ; - - - 1 80 h. p. Centre Crank Engine, $880 (K & M. %) ; 

... 1 30 h. p. Tubular Boiler and Trimmings, $247.50 (B. %);--. 1 Two Arch Boiler Front and 

Trimmings, $67,50 (Fdry. %). 
Oil well Construction Co., Pittsburg, Pa. Terms, net cash. 12 Duplex Deep Well Pumps at $45 (E. ft IC 

%);..- 1 Hoisting Engine, 20 h. p., $160 (E. ft M. %). 
Coleman Coke Co., Wheeling, W. Ya. Terms, net 30 days. 1 No. 12 Duplex Pump, $214 (E. ft M. %) ; . - > 

1 20 h. p. Horizontal Boiler and Trimmings, $189 (B. %);..- 48 Car Wheels, 580^ at 3<^ (Fdry. %). 

Mr. Hart. — ''Issue a check and voucher in favor of the City Dray Co. per their bill of to-daj 
for the following freight bills : 1 car load of Pig Iron fromMagee & Harding, Cincinnati, 0., $13.76 
(F. & E. %). A bill of Iron and Steel from the Pittsburg Mfg. Co., $7.63 (F. & R %, 47<^ ; Eng 
ft Mch. %, $7.16). Total $21.39." 

"The Superintendent has handed in the 'Charge-bills' for the week from which I have re- 
quested him to make the following statements of totals only, for which yon will make the proper 
entry." 

The items will be omitted hereafter as they are not necessary to the bookkeeper. 

Foundry Dept. Charge-bill. Boiler % Dr., $34.85 ; - - - Eng. ft Mch. % Dr., $17.95 ; - - - Total $52.80. 
Boiler Department Charge-bill. Fdry. % Dr., $18.50 ; - - - Eng. ft Mch. % Dr., $246.80 ; - - - Total $265.30. 
Eng. ft Mch. Department Charge-bill. Fdry. % Dr. $12.26 ; - - - BoUer % Dr., $33.84 ; - — Total $46.10. 

Mr. Hart. — "The Superintendent hands in the pay-roll for the week for which you will issue a 
voucher and check, as you were instructed heretofore and make the proper entries." 

Foundry %, $96.54; - - - Boiler %, $83.12 ; - - - Eng. ft Mch. %, $109.36 ; - - - Total $289.02. 

The totals only, taken flrom the pay-roll, are given you, as 'the pay-roll itself was ftdly illustrated in a similar 
transaction for last week. 

Mr. Hart. — ''Add the amount of checks received to-day on the stub of the check-book, as I have 
deposited them in bank.' 



» 



JULY 23, TRANSACTIONS. 

Mr. Hart. — "Bussell Mfg. Co., check for $906.01 is received for bill of July 16, less discount. 
Checks have also been received from the Oil well Con. Co. and the Southern Mfg. Co. in full of account 
Issue vouchers for the following bills, paying those which offer a discount for cash." 



Harvey & Co., Cleveland, Ohio, July 18. Net 60 days. 1 Willard Die Plate, No. 2, complete, $21.50 (E. k 

M. %) ; 1 Wilson Imp. Pipe Cutter, No. 3, $8.50 (E. AM. %);---! Ashley Wrench, No. 24, 

$6.25 (Fdry., M. & I. %) ; - - - 2 Brown Adjustable Tongs, No. 4, $6 (BoUer %);-•- 1 Self Feed- 
ing Drill, $29.50 (Boiler %);--.! Upright DriU, $12.00 (Fdry.. M, & I. %) ; - - - Total $83.75. 

Foundry Supply Co., City, July 19. Net 30 days. 1 doz. Mould Frames, per order, $28 ; - - - 4 tons 
Moulding Sand at $2.50, $10 (Fdry. Op. Ex.) ; - - - 3 Machine Patterns, per order, $21.50 (Patterns %) : 
- - - 2 Loads of Charcoal at $2.25. $4.50 (Op. Ex.) ; - - - Total $64. 
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JXJIiY 23, THANSACTIONS CONTINUED. 

Cambria Co., Johnstown, Pa , July 20. Vio, V,o. 2 cam 427^ Tons Coke at $2.10, 989.67 (Coke %);--- 23 
tons No. 1 Fdry. Pig Iron at $15, $346 (Pig Iron %) ; - • - 211 tons Gray Forge Pig Iron at $13, 
$279.50 (Pig Iron %) ; - - - 46 sheets Open Hearth Flange Steel, assorted sizes, per order, 72,000# at 
2 15<^, $1548 (Boiler %);..* Total $2262.17. 

Mr. Hart. — ''Make the proper entries for the following sales, whioh have been billed." 

Webster & Co., St. Lonis, Mo. Net 30 days. 1 Semi-portable 30 h. p. Boiler and Engine, complete, $513 
(E. & M. %) ; - - - 1 No. 6 Steam Pnmp, $375 (E. & M. %) ; - - - 1 100 h. p. Side Crank Engine, 
complete, $587.50 (E. & M. %) ; - - - 2 Horizontal Tnbnlar Boilers, 125 h. p. and Fixtures, $93^ 
(Boiler %);--- 1 Donble Boiler Front with Trimmings, complete, $85 (Fdry. %). 

The Crane Co., Phila., Pa. Net 60 days. 260 Car Wheels, 5300# at S^ (Fdry. %);--- 27 Switches, 7400^ 
at M (Fdry. %). 

Reed Bros. & Co., Atlanta, Ga. Note 30 days. 1 Side Crank Engine, 30 h. p., complete, $265 (E. & M. 
%); 1 Horizontal Boiler, 30 h. p., complete, $213 (Boiler %); - - - 14 pairs Machine Castings, 1146^. 
4^ (Fdry. %). 

Mr. Hart — " Charge-bills for the week show the following charges, for which you will make 
proper entry." 

Foundry Dept. Charge-bill. Boiler % Dr., $112.40 ; - - - Eng. & Mch. % Dr., $86.50. 
Boiler Dept. Charge-bill. Foundry % Dr., $27.13 ; - - - Eng. & Mch. % Dr., $442.86. 
Eng. & Mch. Dept. Charge-bill. Fdry. % Dr., $55.60; - - - Boiler % Dr., $12.46. 

Mr. Hart. — "Prepay the freight on goods shipped to Webster & Co., St. Louis, Mo., $83.41 and 
charge to their account. Write the check favor John Kane, Agent Star Union Line.'' 

No Youoher is issued for this transaction, as the cash was not paid for any cost, material or expense account ol 
the company, but simply as an accommodation to Webster A Co. Enter the amount of the check in the Sales Ledger 
Dr. column of the Cash-book and post to Webster A Co's. account in the Sales Ledger. The Areight has already been 
charged on Webster <fe Co's. bill by the bill clerk. 

Freights are sometimes required to be prepaid by the Transportation Co. on certain classes of goods, and lower 
rates may also be secured in certain cases. 

Mr. Hart.— "The pay-roll for the week is as follows : Foundry %, $115.35 ; Boiler %, $119.80 ; 
Eng. & Mch. %, $165.85. Issue a Toucher and check for the same as heretofore instructed, also add 
the amount of checks received on stub of check-book, as they have been deposited." 

« 

JULY 31, TRANSACTIONS. 

Mr. Harl — "Beceived cash from Suburban By. Co., on account, $150. Note of Beed Bros. A 
Co., Atlanta, Ga., dated July 23, at 60 days in full of account" 

Make the usual entry for the note in the Journal, placing the debit item in the "Oen'l Ledger" column, and 
the credit item in the "Sales Ledger" column. 

Mr. Hart. — " The following bills have been received, for whioh you will issue Touchers. Pay the 
Newark Steel Go's, voucher by draft at 3 days sight on Suburban By. Co., Trenton, N. J." 

Edward Miller & Co., Buffalo, N. T., July 25, net 60 days. 9780# Boiler Bivets at 3i<fc, $342.30 ; 950 ft. 

1} in. Lap Welded Boiler Tubes at32<p, 8304, less 62iX; ^^20 ft. 3 in. Lap Welded Boiler Tubes 

at 39<r, 8709.80, less 65% (Boiler %). Total 8704.73. 

• 

Newark Steel Co., Newark, N. J., July 12, net 30 days. 2750^ Fine Steel Bars at 1.5<^, 841.25 ; - - - 1487# 
Soft Steel Bars at 1.45<^, 821.56 (E. & M. %). Total 862.81. 

In this set no Bi)ecial provision has been made for the entering of drafts drawn on a debtor in favor of a creditor, 
for the reason that business men, as a rule, prefer to make drafts In their own favor on debtors, and have them 
collected through bank, and then pay all creditors directly by voucher and check, and for the further reason that, 
in the voncher system, a ^* Voucher Payable " is issued to all creditors. However, should it be desired to pay a 
voucher by a draft on a debtor as Illustrated in the above transaction, the transaction is disposed of by the following 
entry in the journal, '* Vouchers Payable Dr. to Suburban Ry. Co.,*' placing the debit item in the ^* General Ledger 
Dr." column, and the credit item in the ** Sales Ledger Cr." column. Vouchers payable will then be debited in the 
Qeneral Ledger and Suburban Ry. Co. will be credited In the Sales Ledger. 
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JULY 31, TRANSACTIONS CONTINUED. 

Mr. Hart. — "Make the entries for the following sales for which bills have been made." 

Marshall Bros, k Co., Philadelphia, Pa. Net 30 days. 1 Box-bed, 80 h. p. Engine and Eiztures, net 8498.55 
(E. & M. %);--- 1 Horizontal Tnbnlar 60 h. p. Boiler and Fixtures, $312.50. (B. %.) 

Sonthem Mfg. Co., Birmingham, Ala. Net 30 days. 2 Boiling Mill Beyersible Engines, 250 h. p., com- 
plete, $3845 (E. & M. %) ; - - - 2422# Fnmaoe Castings at 5<ji (F. %);--- 1 20 h. p. Tnbnlar Boiler 
with Fixtures $158 (B. %). 

Penn Coal Co., Wilkesbarre, Pa. Neb cash. 1 Compound Hoisting Engine, per contract, $1465 (E. & M. %) ; 
- - - 12250# Castings, per contract, at M (F. %). 

The Crane Co., Philadelphia, Pa. Net 60 days. 720 Car Wheels, 18578# at 3<^ (F. %). 

Mr Hart. — ''Prepay freight on goods shipped to Southern Mfg. Co., $216.18, and also on goods 
shipped to Penn Coal Co., $47.50. Make the check payable to Hobt. Pitcairn, Agi" 

" Issue a voucher and check, in payment of this week's pay-roll and salaries for the month as 
follows: Fdry. %, $103.12; Boiler %, $161.50; Engine and Machinery %, $198.60; Salaries %, $585; 
postage stamps and other incidental expenses, $31.50. Write this check in my favor and I will hand 
the Superintendent the amount of the pay-roll. 

''The Superintendent hands in Charge-bills for the week, showing the following charges between 
the departments." 



Foundry Department Charge-bill. Boiler % S78.85 ; - - - E. & M. %, $141.12. 

Boiler Department Charge-bill. Foundry %, Dr., $18.96 ; - - - E. A M. %, Dr., $27.40. 

E. & M. Department Charge-bill. Foundry %, Dr., $21.60 ; - - - Boiler %, Dr., $85.90. 

Mr. Hart. — " Befer to the Voucher Begister and pay all vouchers due on or before Aug. 7." 



INSTRUCTIONS FOR POSTING. 

If you have followed previous instructions you have already posted each of the items to the Sales 
and General Ledgers, from day to day, to personal and other accounts for which there are no special 
columna These instructions refer to posting the footings of the different columns from books of 
original entry to the Ledger at the end of the month whenever it is desired to take a Trial Balance. 

SBJ&a'book. — ^As each page is fiUed the columns should be footed and forwarded to the next 
page. You should notice particularly that the sum of the three department % columns equals the 
footings of the " total " column. 

At the end of the month post the footing of the total column to the debit of Sales Ledger %, 
and the footing of the Foundry, Boiler, and the Engine & Machinery % to the credit -of these 
accounts, in the General Ledger. 

When it is preferred, a Journal entry may be made instead of posting directly from the Sales- 
book. 

Jbzzi'izai* — Foot each column as previously instructed and prove the Journal to be in balance 
by adding all the debit and all the credit columns and seeing that the totals are equal, then post the 
footings of all except the General Ledger columns, being careful to post on the proper side of 
the accounts. 

Vouchee RegisteT. — Foot the columns in pencil and ascertain whether the sum of all the 
"debit" columns equals the total of "Vouchers Payable" column. This proves the correctness oi 
the distribution. The footings may be posted directly to the General Ledger accounts or a Journal 
entry may be made as heretofore suggested. 

Cas22-2?OOir.— Foot the different columns. These footings, however, cannot be proven in 
totals as with the other books. Post the footings to their proper accounts in the General Ledger, 
indicating the pages of the different accounts as shown in the illustration, pages 158-9. 
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INSTRUCTIONS FOR TRIAL BALANCE. 

Foot the aocoiints in the General Ledger and take a Trial Balance as usuaL The accounts 
sho-wn in the Sales Ledger are not included in the trial balance as that Ledger is represented by the 
Sales Ledger % in the General Ledger. When the trial balance is taken, see that the unpaid 
▼onchers shown by the Voucher Register equal the difference between the two sides of the Vouchers 
Payable %. Li the same way, when it is deemed advisable, the correctness of the Sales Ledger % 
can be ascertained by adding the balances shown by the accounts in the Sales Ledger. The sum of 
these balances shoidd equal the balance shown by the Sales Ledger % in the General Ledger. 

InventOTies. — Those inventories below which are calculated on a percentage of increase or 
decrease of value from former inventories are reckoned on the basis of a month, or approximating 
about 1-10 of the percentage which should be calculated when the books are closed but once a year. 
The best judgment attainable is necessary in this class of inventories ; some kinds of machinery and 
implements wear out very rapidly, when others may be maintained nearly as good as new. Foundry 
patterns, for instance, depreciate rapidly in value and frequently very costly patterns become a dead 
loBS when the demand ceases for that particular line of castings. The knowledge necessary to judge 
intelligently in this matter is necessarily technical and therefore we have made no effort to more 
than approximate the proper percentage. 

Beal Estate, $28000. Estimated appreciation \\% S23,845 00 

Foundry Bid. Moh. k Imp., $6500. Estimated depreciation \i% 6,418 75 

Foundry Patterns, $2350. Estimated depreciation 1\% 2,814 75 

Pig Iron and Scrap, amount on hand 1,470 00 

Ooke, amount on hand 475 100 

Foundry %, finished castings on hand , 1,220 00 

Boiler %. 

Building and Machinery, $2500, \wb1%. $2,475 00 

Boiler Plates, Castings, etc 8,150 00 

Bivets, Tubing and Fixtures. 1,125 00 

$6,750 00 

£ng. k Moh. %. 

Building and Machinery, $11400, less 1^% $11,257 50 

Finished Engines on hand 5,250 00 

Engines being constructed • • • 4,585 00 

Castings and Fixtures 1,850 00 

$22,942 50 

INSTRUCTIONS FOR BALANCE SHEET AND CLOSING THE LEDGER. 

The Balance Sheet for this set differs from an ordinary balance sheet in two particulars, as fol- 
lows : 1. The capital stock % is a liabfilUy and never receives the net gain or loss shown by the Loss 
k Gain % at the time of closing, the gain or loss being transferred to an account known as the 
"Undivided Profits ;'* 2. In making out the Balance Sheet it is necessary to group the results 
shown by the foundry cost and material accounts (after the inventories have been entered) and enter 
the total of these results in one item on the debit side of the Foimdry % in the Balance Sheet just 
above the figures shown by the General Foundry %. 

The net loss or gain of a corporation is never closed into the Capital Stock %, nor does that 
account ever receive any additional entries except when the capital is increased or diminished. The 
Loss & Gkdn % either remains unclosed or is closed into the ''Undivided Profits" %. When the 
profits are sufficient to justify the payment of a dividend (which is determined by the board of direc^ 
tors) a certain percentage on the capital stock is declared, to be paid from the undivided profits. 
When this dividend is declared the bookkeeper makes an entry debiting *^ Undivided Profits ^^ ^ and 
crediting ** Dividend^' ajc for the total amount of the dividend. The Dividend (^ is then debited 

as the checks are issued to the different stockholders in payment of their share of the dividend in 
proportion to their holdings of stock. At this time, however, no dividend will be declared and the 
Loss and G«in % will simply be closed into the "Undivided Profits" % which will remain open until 
a dividend is declared. 
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COST AND MATERIAL ACCOUNTS. 

As you have been heretofore instructed, separate Cost and Material accounts, subordinate to the 
Foundry account, are kept. These accounts are Building Machinery & Implements, Patterns, Pig 
Iron and Scrap, Coke, Operating Expense, Labor and the Freight & Express accounts. 

In closing the Ledger, the difference between the two sides of these accounts (after their re- 
spective inventories have been entered), are transferred to the debit side of the Foundry %. 
Therefore in making out the balance sheet, the results shown by each of these accounts, after the in- 
ventories have been entered, are grouped into one item and entered in the debit column of the 
Balance Sheet in red ink, just above the item taken from the Foundry %. The results of these 
different oost and material accounts are not extended into the ''Loss" column, but may be entered 
in red ink in the " credits " column. 

In closing the Ledger, close all the Cost and Material accounts subordinate to the Foundry % as 
above indicated, before closing the Foundry % By comparison, this account when closed will be 
seen to show in detail the value of the different items which went into the production of the Foundry 
Department, while the other department accounts do not give this information in detail. Close the 
Loss & Gain % into "Undivided Profits %." 

When it is desired to keep cost and material accounts for each department, all that is necessary is to provide 
the necessary additional columns in the Voucher Kegister. 

When the Ledger has been closed, present it with your other books and papers to the teacher 
for inspection. 

AUG. 8, TRANSACTIONS 

Mr.^ Hart. — "The following bills have been received. Issue vouchers for the same ; also pay 
any vouchers that will mature within one week from date." 

Howe Mfg. Co., Cincinnati, Ohio, Aug. 4. Terms net 90 days. 10 tons Tennesee Charcoal Pig Iron No. 1 at 
915, 9150 (P. I. %) ; - - - 12150^ Moh. Steel at 2<^, $243 ; - - - ld50# Open Hearth Spring Steel at 
2.20<^, 934.10 (E. & U. %) ; - - - 26400# Open Hearth Flange Plates at 2<^, $528 (B. %);.-- Total 
$955.10. 

National Machine Supply Co., Chicago, HL, Aug. 3. Terms 60 days. Bill of Ass*d Fittings, 8465 (E. & M. 
%);--- Bill of Ass'd Brass Valves, $218 (B. %);--- Bill of Ass'd Water Gauges, 8181.56 (B. %); - -- 
1 Portable Forge No. 4, $26 (F. M. & L %);--- 1 Steel Coal Barrow, $23 (F. M. & I. %) ; - - - Total 
$908.56. 

Mr. Hart. — "The Superintendent hands in the following charge-bills for the week." 

Foundry Department Charge-bill. Boiler % Dr., $264.26 ; Eng. & Moh. % Dr., $342.85. 

Boiler Department Charge-bill. Foundry Dr., $17.12 %; Eng. & Moh. % Dr., $938.50. 

Eng. & Moh. Department Charge-bill. Foundry %, $31.12 ; - - . Boiler % $51.17. 

Mr. Hart — "Issue a voucher and check in payment of the pay-roll which the Superintendent 
reports as follows." 

Foundry % $178.75 ; BoUer %, $228.37 ; - - - Eng. ft Mch. % $341.54. 

AUG. 17, TRANSACTIONS. 

Mr. Hart — "Issue vouchers for the following bills, taking advantage of any cash discount 
offered ; also pay any vouchers that may be due within a few days." 

The Fielding Co., Atlanta, Ga., Aug. 10. Net 30 days. 27560# Ass'd Moh. Steel, 2<^, $551.20 (E. ft M. %) ; 

- - - 15420# Cast Iron Frames, 1.5<^, $231.30 (E. & M. %) ; - - - 6440#Soft Steel Bars, IM, $83.72 (E. A 

M. %) ; - - - 24000# Firebox Steel 2.6<|, $624 (Boiler %);..- 720oif Shell Steel, 2M, $151.20 (BoUer 

%);.-. Total $1641.42. 
Barr A Rogers, Wilmington, DeL, Aug. 12. Terms Vio, %>- ^ American Bound Packing at 75^, $30 (Op. 

Ex. %); - - - 370# AsbestoB Wick Packing at 8<^, $29.60 (E. & M. %) ; - - - 400 5 ply Hose at 50<^, $200 

(In. Ex. %);--- 1 No. 3 Pipe Threading Machine complete, $420 (B. %) ; Total $679.60. 
Snyder & Long, City, Aug. 13. Net cash. For bricks and repairs on cupola, $31.80 (Op. Ex. %) ; - - For 

hauling slag, $14.65 (Op. Ex. %) J Total $46.45. 

City Dray Co., Aug. 16. Terms cash. Freight and drayage, Foundry Dept. $17.50; - - - Boiler Bept 

$64.12 ; - - - Eng. & Mch. Dept. $39.65 ; - - - Total $121.27. 
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AUGUST 17, TRANSACTIONS CONTINUED. 

Mr. Hart. — ''The following sales have been made to date, for which jou will make proper 



entries. 



» 



Penn BoUisig Mill Co., Phila., Pa. Net 90 days. 1 pair 80 h. p. Boyersing Engines complete, $8486 (E. k 

^« %) > 1 Horizontal Boiler, 120 h. p., per contract, $1186 (B. %) ; 1 20 h. p. Pnmping Engine 

and Boiler complete, $146 (E. & M. %). 
Suburban By. Co., Trenton, N. J. Net 10 days. 120 Bail Brackets, 18740# at 3^ ; - - - 220 Bail Flanges, 

3090# at 2|<^ ; - - • 28 Bail Castings, 5690# at 8<^ ; - - - 96 Car Wheels, 1825# at 8^ (F. %). 
Adams Hdw. Co., New Tork. Terms Vio, Veo* 112 Pes. Special Stove Castings, 1425# at 8}<^ (F. %);.-. 

24, 60 Gal. Moh. Biveted Boilers at $11.50 (Boiler %). 

^^' Mr. Hart — "Beceiyed checks as follows : Coleman Coke Co. in full ; Adams Hdw. Co. m full ; 
Penn Coal Co. in fulL Beceived Suburban By. Co's note, dated July 8, at 60 days, to balanoe ^n 

account. -^ S T * 

"The Superintendent hands in bills showing the following chargea" ' 

Foundry Dept. Charge-bill. Boiler % Dr., $142.80 ; - - - Eng. & Mch. % Dr., $98.05. 

Boiler Dept. Charge-bill. Foundry % Dr., $89.12 ; Eng. & Mch. Dr., $206.45. 

Eng. & Moh. Dept. Charge-bill. Foundry % Dr., $85.54 ; - - - Boiler % Dr., $64.21. 

Mr. Hari — "Issue voucher and check for the pay-roll the totals of which are as follows.'' 

Foundry %, $148.95; - - - BoHer % $187.18 ; - - - Eng. & Mch. % *216.42; - - - Total $552 50. 

AUG. 24, TRANSACTIONS. 

Mr. Hari — ''I wish to have the two notes on hand discounted at bank. Calculate the discount 
and make the proper entries. I have also receiyed Adams Hdw. Co'& check in full, less discount ; 
Webster & Co's. check in full of account ; The Crane Co's. check in full for bill of July 28, less IX. 
This discount is allowed by special arrangement." 

Debit Cash for the face of notes, putting the amounts In the " Cash Dr." column. Credit Cash for the diB0ount« 
putting the amounts in the ** Cash Cr." column, and post both debit and credit items directly to the Ledger. 

» 

Mr. Hari — '* Bills haye been receiyed as follows, for which you will issue youchers. Pay those 
that offer a discount, and also any youchers that may be due that haye been issued preyiously." 

Cambria Co., Johnstown, Pa., Aug. 18. Vioi °/«h ^^ Sheets Open Hearth Flange Steel, 6400# at 2.15<^, $187.60 
(B. %) ; - - - 200 tons Connellsyille Coke, $2, $400 (C. %) ; - - - 156 tons Foundry Rg Iron at $1150, 

$2262 (P. I. %) ; 84 l}' Boiler Tubes, 480' at 81<^, $148.80 (B. %) ; 84 8' Boiler Tubes, 987' 

at 341«^, $840.52 (B. %); Total $8288.92. 



Mr. Hari — ''The following sales haye been effected, for which you will make entrie& 



ft 



Southern Mfg. Co., Birmingham, Ala. Net 60 days. 1 40 h. p. Vertical Boiler with Fixtures, $815 (B. %) ; 
- - - 1 Horizontal Pumping Engine, No. 8, $1856 (E. & M. %) ; - - - 2 Compound Condensing Ver- 
tical Pumping Engines, No. 7, $4750 (E. ft M. %). 

Brooklyn Gas Co., Brooklyn, N. T. Net 80 days. 14 Galyanized Steel Boilers, $920 (B. %);--- 28 Lugs, 
915« at 21<^ (P. %) ; - - - 1^ pieces Special Castings, 18,475# at 5<^ (F. %). 

The Crane Co., Philadelphia, Pa. Net 60 days. 120 Grate Bars, 23200# at 8^ (F. %);--- 6 Sets Grata 
Bearers, 1500# at 3^ (F. %). 

Mr. Hart. — "The Superintendent hands in the following charge-bills, for which you will maka 
the proper entries. 

Foundry Dept. Charge-bilL Boiler % Dr., $124.08 ; - - - Eng. & Mch. % Dr., $186.85. 
Boiler Dept. Charge-bill. Foundry % Dr., $44.16 ; - - - Eng. & Moh. % Dr., $412.42. 

Eng. ft Mch. Depi Charge-bill. Foundry % Dr., $42.12 ; - - - Boiler % Dr., $87.28. 

« 

Mr. Hart. — " Issue vouoher and check for the pay-roll as follows : Fdry. %, $197.88 ; Boiler %, 
$214.60 ; Eng. & Mch. %. $288.76. 
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AUG. 31, TRANSACTIONS. 

Mr. Hart — '' Pay any Touchers that mature on or before Sept 10^ also issue vouchers for the fol- 
lowing bUls. Ward & Sturgeon write us that they will allow a discount of 1^ a month on their bill 
for prepayment, therefore write check for that voucher at once." 

Ward & Sturgeon, Gonnellsville, Pa., Aug. 20, dating Nov. 1. 60 days. 145 tons Goal at 65<^, $94.25 (Op. 

Ex. %); - - - 420 tons Coke at <2.10, $882 (Coke %);--- 4 Special Patterns for Pit Castings, «36 (Pat. 

terns %);-.- Total S1012.25. 
Nichols Bros., Pittsburgh, Pa., Aug 24, dating Oct. 1. Net 60 days. 23 tons Wrought Scrap, $15, $345 (P. 

I. %) ; - - - 49500# Finished Steel Sheets at 2.6^, $1287 (E. ft M. %) ; - - - Total $1632. 



Mr. Hart. — " The following sales have been made, for which you will make proper entrie& 



*t 



Brown-Pumphrey Mfg. Co., Boston, Mass. Net 30 days. 1 Side Crank High-speed Engine and Fixtures, 
75 h. p., $556 ; - - - 2 pair Triple Expansion Pumping Engines, per contract, $18,300 (E. & M. %); - - - 
1 Battery of 8 Boilers, complete, $6743 (B. %);--- 47300# Special Castings, per contract, at 6|^, 

(F. %). 
Ward ft Sturgeon, Connellsville, Pa. 7800# Special Pit Castings at 5^ (F. %);--- 1 Upright Boiler and 

Engiae, $215 (E. ft M. %). 

Mr. Hart. — " Prepay freight on shipment to Brown-Pumphrey Mfg. Co., $478.50. 

The Superintendent hands in these charge-bills, for which you will make the proper entry." 

Foundry Dept. Charge-bill. Boiler % Dr., $248.64 ; • - - Eng. ft Mch. Dr., $312.20. 
Boiler Dept. Charge-bill. Foundry % Dr., $16.12 ; - - - Eng. ft Mch., $840.50. 
Eng. ft Mch. Dept Charge-bill. Foundry % Dr., $28.65 ; BoUer %, $48.75. 



Mr. Hart. — *' Issue a voucher and check for the pay-roll for the week as follows : 



n 



Foundry %, $131.50 ; - - - Boiler %, $296.50 ; - - - Eng. ft Mch., $814.12 ; - - - Salary %, $615. Also, for 
Gas bill, $37.50 ; - - - Telephone rent, two months, $15 ; for telegrams, messenger serrice and postage, 
$19.36 ; - - - Insurance on buildings, machinery, etc., $315.75. 

These different entries are ftequently included in one voucher so as to avoid the necessity for writing a number 
of vouchers. 

Mr. Hart — " Issue a voucher to the City Dray Co. for freight and express bills to date as 
follows." 

Fdry. %, $73.20 ; - - - Boiler %, $101.26 ; - - - Eng. ft Mch. %, $123.37. 

Now post, take a trial balance, make out a balance sheet and close the Ledger as you were 
heretofore instructed. The process of closing is identieally the same. Be careful to prove the cor- 
rectness of the footings in the different books of the original entry before posting to the Ledger. 



INVENTORIES, 

Beal Estate, $23395 

Foundry Building, Implements ft Machinery, 6000 

Foundry Patterns, 1900 

Pig Iron and Scrap ' 1290 

Coke, 616 

Foundry %, Finished Castings, 1150 

Boiler %. 

Building ft Machinery, > $2350 

Boiler Plates, Castings, etc 475 

Bivets, Tubing ft Fixtures 360 

$3185 

Eng. ft Mch. %. 

Building ft Machinery, ••• $10500 

Engines being constructed, • • • • 745 

Castings and Fixtures, . . • • • • • 263 

$11508 
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Mr. Hart — ''The Board of Directors have voted to declare a dividend of 3^ on the capital 
stock to be paid from the net profits of the Oompany to date. Make the proper entries on the books 
and issue checks in payment of the same." 

Open Dividend aoooant and make a Jonmal entry, crediting that aoconnt and debiting Undivided Proflta 
aooount for the amount of the dividend. Then iasae a oheok to eaoh stock-holder for the amoont of dividend due 
him. Credit Cash for the amount of theae checks. Place the amount in the " Cash Cr." column and debit Dividend 
account. 

Mr. Hart — ''The Board of Directors have decided to create a surplus fund of the undivided 
profits on hand ; you will therefore open a Surplus % and transfer the remaining profits of the Com- 
pany, as shown by the Undivided Profits %, into the Surplus %." 

You have now completed the manufacturing set. See that your papers are all properly filed 
and present them with your books for examination when you will proceed to prepare the proper 
entries for the following propositions : 



USE OF SPECIAL COLUMNS IN BOOKS OF ORIGINAL ENTRY. 

As has been illustrated in the preceding sets, the use of special columns in books of original 
entry may be used to great advantage in shortening the work of the bookkeeper, and in securing 
greater accuracy and detailed information in the keeping of accounts 

While the use of special columns, as illustrated in preceding sets in this work, shows great va- 
riety (in many cases being unique and original, and now published for the first time), but a few of 
the many adaptations which are possible in the use of special columns have been shown. In every 
business and in almost every book kept, special columns may be introduced to great advantage. The 
business of insurance, rail-road, trust and similar companies, as well as manufacturing concerns of 
all kinds, where accounts are frequently subdivided, offer unusual opportunities for the introduction 
of special columns in all the books of account. 

It is our purpose in presenting the following propositions to give such information by illustration 
and suggestion as will enable the bookkeeper to understand and adapt himself to the peculiarities 
of any set of books which he may be called upon to inspect, as well as to enable him to exercise his 
judgment intelligently in introducing such special columns and formulating such methods and sys- 
tems of bookkeeping as will reduce his work and increase his accuracy. Beginners, especially, often 
find it difficult to grasp the peculiar system or methods they may find in operation when taking a 
position in an office. A careful examination and study of the different books will generally make the 
matter clear. 

The following will assist in determining what special columns may be used to an advantage. 
In an ordinary sized business the usual books of original entry, such as the Cash-book, Sales-book, 
Journal, Bill-books and Ledger or their equivalent books are usually kept. In all these books 
special columns can be introduced to an advantage, whenever there are a great many entries for 
similar transactions that affect the same account. 

Below are enumerated some of the different columns which may be used to advantage in books of 
original entry. 

CASH-BOOK, 

DEBIT SIDE: 

"Mdse. Discount Dr." — ^When numerous bills are prepaid, less discount. (See page 158). 

"Bills Receivable Cr." — ^When a large number of notes are received in payment of bills. 

"Mdse. Cr.*' — When there are numerous cash-sales of merchandise. 

''Sales Ledger Credits." — When separate Sales Ledgers are kept, and a corresponding Sales 
Ledger % is kept in the General Ledger. 

''Branch Store Account" — ^When cash is frequently received from branch stores. 

" Special Department Accounts." — ^In retail establishments where department accounts are kept, 
and there are many cash receipts to be credited to these accoimts. 

A special column may be used profitably whenever there are numerous cash receipts for any one 
general account. 
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CREDIT SIDE : 

"Expense Dr." — This is a very common special column in which are entered all the itemjn 
chargeable to Expense. 

*'Mdse. Discount Or." — ^When bills purchased are frequently prepaid less discount (See 
page 169). 

"Bills Payable Dr." — ^When there are frequent payments on notes or other written obligations 
issued. 

"Purchase Ledger Debits." — ^This column is used when a separate Ledger is kept for accounts 
of those from whom we buy, and a corresponding Purchase Ledger %is kept in the General Ledger. 

"Sales Ledger Debita" — When there are frequent pre-payments of Freight or other charges on 
goods sold, when a special "Freight & Express" column is not used in the Sales-book. 

" Special Department Accounts." — ^When payments are frequently made, chargeable to these 
aoGounts. 

" Freight & Expres&"-;-In businesses receiving many consignments this column will save a 
great deal of posting. 

Special columns for Interest A Discount, Oolleotion & Exchange, Salaries and many other special 
accounts may be kept when there are a sufficient number of entries to justify. 

SALES-BOOK. 

"Special Department Accounts."— This book can be ruled with a special column for each de- 
partment of the business, receiying credits for sales of goods. (See illustration page 157). 

"Freight & Express." — ^In businesses where freight and express charges are frequently pre-paid, 
a special "Fri & Exp." column can be used to advantage in the Sales-book. When this plan is 
followed the amount of the freight on express pre-paid, is charged as an item on the bill, and is in- 
cluded in the total amount charged to the customer. It is also extended into the ''Fri & Exp." col- 
umn and credited to that account at the end of the month. When Freight & Express % is so 
charged, all bills so paid should be charged to Freight & Express % in the Cash-book, which will 
balance entries made from the Sales-book. 

"Sales Ledger %*' — When separate Ledgers are kept, the footing of the total column is posted 
to the debit of the Sales Ledger % in the General Ledger. 

" Branch Store Accounts." — ^When goods are frequently furnished branch stores from the main 
store, a special column will lessen the amount of posting. 

"Commission Sale&" — ^In a commission business when it is desired to keep the sales of merchan- 
dise, belonging to consignments, separate from the regular sales, a " Com'n. Sales " column may be 
used. 

INVOICE BOOK. 

"Special Department Accounts." — ^These may be used to advantage whenever department ao- 
oounts are kept 

" Purchase Ledger %." — ^When a separate Ledger is kept with persons from whom we buy 
goods, the footing of the total column is posted to the credit side of the Purchase Ledger % in the 
General Ledger. 

JOURNAL. 

"Mdse. Dr. %." — ^This column should be used when the entries for bills purchased are made in 
the Journal The use of this column in the Journal will make it unnecessary to keep a separate 
Invoice-book. 

"Mdse. Cr." — In a small business the sales may be entered in the JoumaL When this is done, 
a special column will reduce the posting to one entry a month. 

"Sales Ledger Drs.," "Sales Ledger Crs.," "Purchase Ledger Drs.," "Purchase Ledger Crs.,"— 
These columns can be used to advantage in the Journal, when separate Ledgers are kept for accounts 
with those from whom we buy and to whom we sell. 

"Department Accounts." — When these accounts are kept the Journal should contain a special 
column for each department, providing, there are a sufficient number entries to be made in the 
Journal to justify. (See Journal page 157). 

"Bills Receivable," "Bills Payable." — ^Either of these columns can be kept in the Journal when 
many notes are received or issued. They are not needed, however, if the items are posted directly 
from the Bill-book& 
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BrLL-BOOKS. 

The Bill-books may be arranged to post directly to the Ledger. Debit "Bills Beo.** or credit 
*«Bill8 Pay." for the total footing of the amount column for the month. Where this is done a special 
column should be ruled, for the opposite accounts to be debited or credited, with another column to 
contain the Ledger page to which the item is posted. When this is done, it is unnecessary to make 
entries for the notes received or issued in the Journal 

SPECIAL BOOKS. 

In different lines of business, special books may be employed to great adyantage. The Accounts 
Sales Begister in the commission set, and the Voucher Begister in the manufacturing set» on pages 
126 and 160, are illustrations of special books. 

The Discount Begister, Discount Tickler, Collection Begister and Tickler, Draft Begister, etc., 
are special books used in connection with keeping bank accounts. Many special books are also 
used in keeping the accounts of building and loan associations, real estate, insurance, trust and rail- 
road companies, etc. As has been stated before, the bookkeeper must develop systems to sulh the 
particular conditions which he has to meet in different lines of business. 

With these suggestions, together with the general information, which has already been given, 
and which may be secured in a consideration and working out of the following propositions, the ac- 
countant should be able to devise ways and means for improving any defective system of accounts, 
in almost any business in which he may be engaged. Many bookkeepers could perform their pres- 
ent work with one-half the labor and with twice the accuracy if they were to adopt a modem and 
truly scientific system for keeping their accounts. In this connection the authors are aware thai 
many proprietors and business managers are slow to see the advantage of anything new in their ac- 
counting department. They seem to think that what has been '' good enough " in the past, should 
continue to be good enough in the future, and appear to look with suspicion on any innovation, in. 
regard to changing their old methods. Their objections, however, can generally be overcome by a 
careful explanation of changes desired, based on sensible reasons. They will seldom object to the 
bookkeeper making such improvements as he may deem necessary, if they can see that thereby, his 
services will become more valuable to them, and the results shown by the books will be more accurate 
and reliable. 

PROPOSITION NO. 1. 

A firm is engaged in a wholesale grocery business, of about 9250,000 a year. They buy from a few large 
firms, but sell to about 1000 customers throughout the country. They do not issue any notes, but receive a 
great maiiy in settlement of accounts, which they discount at bank. They want their ledger to show at the 
end of each month the discount on notes received and also the discoxmt allowed on all merchandise bought 
and sold, and the traveling expenses of their salesman. They also wish to have their general expenses subdi- 
vided into salaries, office expenses and incidentals. The volume of business requires a Sales-book to be con- 
tinously in the hands of the entry clerk. 

As bookkeeper, what books would you use, and what special columns should be ruled in them? 

Prepare on fools-cap paper models of the pages in the different books used, showing the special rulings, 
with a statement to be presented to the firm, so that they can secure a proper outfit. 

PROPOSITION NO. 2. 

The above firm has since opened a retail department, and wish their books to show the purchases and 
sales for that department, as well as the general expenses of the same in the general books of the firm. The 
goods are sold at retail for cash only, which is turned in to the bookkeeper at the end of each day. 

What special rulings, if any, could be used to advantage in the regular books of the firm, or what new 
books might be introduced, if any? 

PROPOSITION NO. 3. 

A merchant deals in furniture, carpets and housefumlBhings. He buys from a few firms, paying bills at 
their maturity. He sells to many customers, for cash and on credit, having about 4000 open accounts. He 
wishes separate department accounts kept with Furniture, Carpets and House Furnishings. He also wishes 
his books to show the expense of conducting each department at the end of each month, other expenses being 
charged to General Expense %. Cash-sales are reported daily for each department by the cashier. 

What books could be used to best advantage, and how should they be ruled. 
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PROPOSITION NO. 4. 

The MiUigan-Hemphill Co. are retail dry goods merohants, oondnoting a large department store, and doing 
a basiness of about $500,000 per annum. They wish to re-org^anize their accounting department. They have 
nine separate departments in the store, known as Hosiery, Silk, Trimmings, Underwear, Cloak, Bibbon, Glove, 
Millinery and Dress Goods. In addition, they keep a merchandise account for all goods not belonging to 
either of the foregoing department accounts. They wish to introduce the Voucher System, prepaying all 
bills. They sell for cash only. They wish each department to be charged with the expenses, salaries, etc. of 
that department in addition to the purchases and sales. They also wish their books to show each month the 
discounts secured on bills prepaid, and their general expense account subdivided to show the cost of salaries, 
rent, office and incidental expenses. They sell for cash only, and the sales are reported from each department 
daily. 

What books should be used and how should they be ruled. Prepare specimen pages for each book 

containing special rulings. 

PROPOSITION NO. 5. 

Milton Grace is a carriage manufacturer, who desires to improve his system of bookkeeping, using the 
voucher system. He wants his books to show each year the cost of all the different materials used in the 
manufacture of carriages, buggies, wagons, etc., although all sales are to be credited to one general account. 
The p Incipal materials are lumber, hardware, paints, varnishes, leather, trimmings, iron and steel, axles, 
bodic3 and frames. He also wants to know the cost of tools, machine labor, machinery repairs, wood work 
labor, iron work labor, operating expense and general labor. He also wants his books to show the cost of 
salaries, insurance, taxes, office and general expenses. He sells to the trade, and therefore has a large number 
of personal accounts, extending a uniform credit of 60 days. 

Prepare a statement setting forth the books that should be used, how they should be ruled, and also 
prepare specimen pages of all books requiring special rulings. 

PROPOSITION NO. 6. 

Mitchell ft Co. are general jobbing and commission merchants, dealing in grains, provisions and dairy 
products, buying and selling on their own account as well as selling on commission. They are also general 
agents for the Pearl Soap Co., marketing the entire out-put on a net commission of S%, all discounts allowed 
on prepayment of bills being charged to the Soap Co. They are to credit the Soap Co. with all sales, having 
a uniform credit of 90 days, with monthly settlements, the soap being shipped directly from the factory. 
They average about 8000 open accounts on their Sales-ledger. They wish their books to show in detail the 
Josses and gains arising from the business. 

I State what books should be used, how they should be ruled and what accounts showing losses and gains 
should be kept. 

EXERCISES FOR OPENING CORPORATION BOOKS. 

The following examples are presented to give practice in making the opening entries for corpo- 
ration books. It is our purpose to submit only a few general examples ; however^ it must be remem- 
bered that corporations vary in the manner of their formation, issuance and payment of stock, and in 
many other particulars, in almost every case. The bookkeeper must use his judgment when he is 
called upon to meet the special conditions of each proposition. 

FIRST PROPOSITION. 

A. B. Ik C. are partners in the manufacture of agricultural implements. They propose to org^anize a 
Joint Stock Co., with a capital of $200,000, and to subscribe for stock to an amount equal to their present re- 
sources. Three-fourths of the stock is subscribed for as follows; the remaining one-fourth is to be held by 
the company as Treasury stock. 

A. 200 shares at $100, $20,000 



B. 260 ** 

C. 175 «* 
D.lOO *« 

E. 175 " 

F. 600 ** 



100 26,000 

100, • . . 17,500 

100, 10,000 

100, 17,600 

100, 60,000 

$150,000 



By agreement the company accepts the following property at the valuation given, in payment of the sub- 
scriptions of A. B. & C. collectively. Real Estate, $22,500; - - - Buildings & Machinery, $32,000; - - - Good 
Will, $8000. The Cash subscriptions are to be paid in two installments of 50% each. 

The property having been transferred to the company, and the first installment having been paid in cash, 
what are the entries for opening the books ? (Debit Good Will %). 
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SECOND PROPOSITION. 

A oorporation is formed for the manafaotore of an article protected by a patent, with a capital stock of 
$100,000. The owner of the patent is to receive stock to the amount of $25,000 par value for his invention. 
The promoter is to receive 810,000 in paid-up stock for interesting capitalists in the company. The remainder 
of the stock has been subscribed and paid in full, excepting 910,000, which is to be held by the company as 
treasury stock. Required the entries to open the books. 

When the promoter of a company is paid for his services in stock, it is customary to open a '* Bonus account." 
When the promoter of a company is also allowed a rebate on stock purchased for special services rendered, the ac- 
count should be opened " Rebate and Bonus account.'' Again when former proprietors become stock holders in a 
new company, and are allowed a rebate on the price paid for stock, because of their ability to command trade or other 
valuable consideration to the company, it Is customary to open a " Good Will and Bonus account." 

THIRD PROPOSITION. 

A stock company was organissed with a capital of $50,000 divided into 1000 shares at $50 each. 60^ of 
the stock has been subscribed at $40 i>er share, and 20% of the subscription, based on the par value of each 
share, has been received in cash. The remainder of the stock is to be held as treasury stock by the company. 
Required the entries to open the books. 

FOURTH PROPOSITION. 

Two hundred shares of the treasury stock of the above company has been sold at $45 per share, for 
which the cash has been received. Required the proper entries. 



Debit Rebate account. 



FIFTH PROPOSITION. 



Suppose the profits of the above corporation amount to $20,000, and it is decided to pay a 10^ dividend 
in treasury stock at par, and pass the remainder to a surplus fund acccount. What are the entries ? 

SIXTH PROPOSITION. 

A joint stock company has been formed for the purpose of conducting a manufacturing business. The 
capital stock is $150,000, divided into 3000 shares of $50 each. $100,000 of this stock is preferred stock and 
the remaining $50,000 common stock. 75%* of the preferred stock has been subscribed at par and paid for 
in cash. 40^ of the common stock has been subscribed at $40 per share, on which a 20% installment has 
been paid. $10,000 of the common stock has been issued to a firm of private bankers in payment for services 
rendered in organizing the company. $5000 of the preferred stock has been issued in payment for the use of 
a patent. Required the entries to open the books. 

Prefbrbed Stock.— In large cori>orations it is not unusual for the capital stock to be divided into Preferred 
Stock and Common Stock. Preferred stock is so named because it is entitled to a special rate of interest, or to a 
dividend before such is declared on common stock. Inasmuch as it generally secures surer and larger returns to the 
stockholder, it usually commands a higher price in the market and is especially desired by investors. 

SEVENTH PROPOSITION. 

At the end of the year the net profits of the above company are $28,000. A dividend of 7% on the 
preferred stock and 5% on the common stock is declared. It is also ordered that the remaining profits be 
transferred to a sinking fund %. What are the proper entries ? 



ABBREVIATIONS. 



@ or a, — at. 

A 1 — First-class. 

AccL OP %— Account. 

Acct Owr.— Account current. 

Acct. Sa2e0— Account of sales. 

Admr, — Administrator. 

Admx, — Administratrix. 

Adv, — Advertisement, Adventure. 

^ot.— Aeent. 

Ala, — Aukbama. 

Am, — American. 

Ami, — Amount. 

Apr. — April. 

App. — Appendix. 

Ariz. — Arizona. 

Ark. — Arkansas. 

Abs^ d. —Assorted. 

Asst. — Assistant. 

Aug. — August. 

Av. — Average. 

Ave. — Avenue. 

Bal. — Balance. 

B. £.— Bill-book. 
Brl. or B&l.— Barrel 
£dl.— Bundle. 
Baa.— Bags. 

Bkts. — Buckets. 
£/L— Bill of Lading. 
Blk.— Black. 
Bis. — Bales. 
Bot. —Bought 
Brot. — Brought. 
B/S—Bm of Sale. 
5/P— Bill of Parcels. 
Bu. — Bushel. 
Bz. — Boxes. 
<t — Cent. 
c/o — Care of. 
Cap. — CapitaL 
CgU.— Caufomia. 
Ckuh. — Cashier. 

C. B.— Cash-book. 
Cks. — Casks. 

Clk. —Clerk. 

Chgd. —Charged. 

Chga. — ChargBS. 

Cli.— Chest. 

Cfe.— Check. 

Co. — Company. 

Con/n, or Ct. — Connecticut. 

C. 0. D.— Collect on delivery. 
Or.— Credit. 

Com. — Commission. 
Conr. — Contrary, Against. 
CovrU. — CommerciaL 
Conagt. — Consignment. 
Ortg.— Cartage. 
CwL—Bxmdred weight. 
Dafc.— Dakota. 

D. B.— Day-book. 
Dec. —December. 
Del. — Delaware. 
Dcp.— Deposit 
D^t. —Department 
lyiC.— Draft. 
Diact. — Discount 
IMv.— Dividend. 
Do.— Ditto, or the same. 
Dol.— Dollar. 

Doz. — Dozen. 
Dr. — Debtor. 
Dray .— Drayage. 
Da. — Days. 
Ea. — Each. 

E. E.—ErroTB excepted, East end. 
Eng. — En gland. 



JBJnt'd.— Entered. 

Eaq. — Esquire. 

Etc. — ^Et cetera, and others. 

EoDch. — Exchange. 

Ex. — Express. 

Exp. — Exi)ense, Expert. 

Exr. — Executor. 

Exx. — Executrix. 

E. <& 0. E. — Errors and omissions 

excepted, 
i^feb.— February. 
JJTor.- Florida. 
l?¥rfc.— Firkin. 
Fol—FoMo. 
Fwd. — Forward. 

F. 0. B. or f. o. 5.— Ftm ob bottid. 

JVt.— Freight 
JFY.— Foot or feet 
Ga. — Georgia. 
GaL— Gallon. 
Or. — Grain. 
Chiar. — Guarantee. 
Hf. C/i.— Half chests. 
Hhd. — Hogshead. 
Hund. — Hun<&ed. 
I. B: — ^Invoice-book. 
I. e. — That is. 
JW.— Illinois. 
In. — ^Inches. 
Tnd. — Indiana. 
Ind. T.— Indian Territory. 
Ina. — ^Insurance. 
Inat. — Instant (this month). 
Int. — ^Interest 
Inv. — Invoice. 
Invt. — ^Inventory. 
J.— JoumaL 
Jan. — ^Tanuary . 
Jr.— Junior. 
Jul. — July. 
Kana. — Kansas. 
^.— Keg. 
iTy.- Kentucky. 
La. — Louisiana. 
jL. B. — ^Letteivbook. 
Lha. or ^ (placed after a number) 
— Pounds in weight 
I/O— Letter of credit 
Led. — Ledeer. 
L, F. — ^Ledger folio. 
L. <fir O. — ^Loss and Gain 
L. A— Place of the seaL 
Mar. — March. 
Man. — ^Manitoba. 
Maaa. — ^Massachusetts. 
Md. — Maryland. 
Afdse. —Merchandise. 
Me. — Maine. 
Mem, — Memorandum. 
Jtf(S«8r8.— Plural for Mister. 

fg. — Manu&cturing. 

tich. — Michigan. 
Minn. — Minnesota. 
3fiM.— Mississippi. 
Mo. — ^Missouri. 
Mo. — Month. 
Mont — Montana. 
Mon. —Monday. 
3fr.— Mister. 

Mra. — Misses or Mistress. 
M8. — Manuscript. 
JIfSSf. — Manuscripts. 
Mtg. — Mortg^age. 
N. B. — ^Take notice. 
N. C. — North Carolina. 



m 

Mic 



t 



N. Daik.— North Dakota. 

Neb. — ^Nebraska. 

Nev. — ^Nevada. 

N. O.— Net Gain, " No Good.*' 

N. F. — New Foundland. 

N. H. — ^New Hampshire. 

N. J. — ^New Jersey. 

N, L. — Net loss. 

N. M.^-New Mexico Territory. 

No. or ^ — Number. 

Nov. — ^November. 

A/p— Net proceeds. 

N. P.— Notainr PubUc. 

N. F.— New York. 

0.— Ohio. 

%— Per cent 

Oct. — October. 

O. K. — All correct 

Out.- Ontario. 

Or. — Oregon. 

Oz. — Ounces. 

P.— Page. 

JRs. or Benn. — Pennsylvania. 

P.— Per. 

Pmt. — Payment 

P. C. jB.— Petty Cash-book. 

Pea. — Pieces. 

Ptt.— Paid. 

Pfc.— Peck. 

Pfc^.— Package. 

Prem. — Prennum. 

Prox. — Next month. 

jy^ ^Pair. 

P. A— Postscript 
Pt.— Pint 

•.—Quire or quarter. 

I. — Quart 
R. I. — Rhode Island. 
Be&d. — Received. 
Bee' t.— Receipt 
iiet'd.— Returned. 
I — ^Dollars. 
8, B. — Sales-book. 
Sat. — Saturday. 
8. C— South Carolina. 
8. Dafc.— South Dakota. 
8ept. — September. 
8h%pt. — Shipment 
Ska. — Sacks 
Sq. — Square. 
8r. — Senior. 
8L — Street 
SL lyt.— Sight Draft. 
Str.— Steamer. 
Swn. — Sunday. 
8upt. — Supenntendent 
Twin. — Tennessee. 
TIbx.— Texas. 
Tbs.— Tierces. 
3%iir«.— Thursday. 
Tuea. — Tuesday. 
Treaa. — Treasurer. 
UZt— Last month. 
Vd.— Virginia. 
Fiaj.— Namely. 
Va. — Against 
Fbl. — ^volumok. 
FiC— Vermont 
Wash. — Washington. 
W. I.— West Infles. * 
Wia. — Wisconsin. 
W. Fa.— West Virginia. 
Wyo. — Wyoming. 
M.— Weight 
yd.— Yaril 
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Papers of G>mmefce, as contained in 



BUDGET Q 



OP THE FAMOUS 



Budget System of Bookkeepers' and Office Practice 



ILLUSTRATING THE USE OP 
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THE GENERAL BOOKKEEPER, 

THE CLEARING HOUSE CLERK. 

Being the only complete, compact and aenaible work 
that gives the learner a definite, clear cut and practical 
training in Bank Bookkeeping and the duties of Bank 
Officers and Clerks yet published. 



The CLEARING HOUSE SYSTEM EXPLAINED AND PRACTICALLY ILLUSTRATED, wherein the student performs all the 
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184 AMERICAN NATIONAL BANKING. 

BANKING. 

I. A bank is a repository of money. 'The business of a bank is to deal in money and credits. 

3. Banking is a necessary adjunct to modern commerce and trade. Banks are an essential part 
of the mechanism of business ; in f act, without them it would be impossible to transact business ex- 
peditiously^ or to carry on great commercial and industrial enterprises, ^hey constitute a great busi- 
ness in themselyeSy requiring^ in their managementi men possess^ of extraordinary financiering ability^ 
and employing thousands of clerks^ bookkeeperSi etc., in recording their transactions. They are in 
close touch and S3rmpathy with almost every business enterprise ; and a knowledge of the manner in 
which they are conductedi as well as the systems of bookkeeping they employ^ is an important part of 
a training for business. 

KINDS OF BANKS. 

6« Banking institutions are of three general classes: National, State, and Private. ^National 
and State banks are always incorporated ; private banks are not 

8. NationSil BSLUka are organized under the National Banking Act, which is a general law 
passed by the Congress of the United States, prescribing the formation, powers and privileges, of bank- 
ing associations organized under that Act (see Appendix). *It prescribes the manner in which the busi- 
ness of National banks shall be conducted, and subjects them to inspection by government bank exami- 
ners. ^It also secures to them oertam privileges not accorded other banks, in the way of issuing 
circulating notes as money, known as National Bank Notes, the redemption of which is secured by the 
Government, through United States bonds deposited with the Treasurer of the United States at 
Washington. 

II. State BSLIlks are organized under State laws, are usually subject to inspection by State 
authorities, and possess all the general functions of a National bank except that of issuing circulating 
notes as money. "Savings banks and trust companies come under the head of State banks, as th^ are 
incorporated under State laws. 

State banks formerly Issiied notes which dionlated as money, bat the GoTemment Imposed a tax of 10 per cent, on 
these notes, which had the effect of causing these banks to withdraw them from circulation, Inasmnch as It exceeded the 
profit derived by loaning this money at Interest. 

It is claimed that State banks possess some advantages over National banks because the Government Inspection is 
not so critical, that returns to the State, if required at aU, need not be so complete, and that money can be loaned on real 
estate and other securities not aUowed under the National Banking Act. 

13. Private B&nlas are conducted as any other private business or enterprise. ^They may 
belong to an individual or a firm, and depend upon the individual credit of the owners. "While in 
some States they are subject to inspection by the State authorities, they are usually restricted in their 
management only by the common laws of business. 

ADVANTAGES. 

16* Banks are beneficial in a two-fold sense : to the public as borrowers and lenaers, and to the 
stockholders as a source of profit. 

1 7« To the Public. — Banks are a benefit in a communiiy because: Ist. They serve as a place 
of security for the deposit of money. 2nd. They make loans to those who need money in carrying on 
their business, and at a low rate of interest. 8rd. Through checks and bills of exchange they make 
the payment and collection of money at home or at distant points, in large or small amounts, easy and 
inexpensive. 4th. The checks of a depositor, when issued, furnish a convenient data from which to 
make the proper entries in his books, and when returned are valuable as receipts and vouchers. 

18. To the Bsmk. — Banks are conducted to secure profit. "The sources of profit to a National 
bank are : 1st. The interest on the bonds deposited with the United States Treasurer to secure its 
circulation. 2nd. Interest received for money loaned, that is, for the use of money given to others. 
3rd. Fees for making collections, issuing drafts, bills of exchange, etc. 

20. The Funda of the bank consist of its capital stock, money on deposit, and its own circu- 
lating notes. 

21. Its Business is to receive deposits, discount notes and other commercial paper, make 
collections, remittances, and exchanges. 
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2!3. Deposits are of two kinds: those that may be checked upon at any time by the depositor, 
and time deposits, which may be withdrawn only after the lapse of a certain period of time according 
to the rules of the bank, and upon which the bank usually pays interest. "Certificates of Deposit 
are sometimes issued for time deposits, which frequently draw interest if not paid until after a speci- 
fied time. 

24. Discounts from loans on short time notes and drafts is the principal source of profit to 
banks. "These papers may be those received in the usual course of business by the merchant, or they 
may be his own notes in favor of the bank, properly endorsed or secured by collateral. 

26. Collections of notes and drafts are made by banks for their customers and others, 
"n^hose at home are made by the bank itself , and those abroad are made through its corresponding 
banks located at the place of collection. "For this service of colUclion a small fee is sometimes 
charged. 

39. Exchange. — New York is the financial centre of this country. "It is the custom of 
banks to keep money on deposit in some bank in that city, against which they issue drafts to cus- 
tomerSy sometimes charging therefor a small percentage called Exchange. '^These deposits may be 
kept in several banks. "Such banks are known as the New York correspondents of the bank making 
the deposit. 

Similar deposits nuiy be kept with banks located in other cities, especiaUy in oar larger cities, snch as Philadel- 
phia, Chicago and Ban Francisco. Country banks freqaently keep such an account with a bank in the nearest large 
city. 

Banks located in New York, and sometimee in other cities, usuaUy issue drafts drawn on themselves instead of 
on other banks. These drafts are thus practicaUy cashier checks, and latterly it is becoming more common for such 
b«nks to issue cashier checks when parties wish to purchase Exchange for remittance to other cities. 

33. OTg&niz&tion. — The organization of a National bank is fully defined in the National 
Banking Act (see Appendix). "In the organization of State banks, the corporation laws of the State 
in which the bank is to be located will define the method of procedure in their formation and the 
manner in which they shall be conducted. 

Teachers axe advised to secure copies of the '* National Bank Act" and '* Instructions and Suggestions of the Comp- 
troUer of the Currency, Belative to the Organization of National Banks," to be used in connection with teaching bank- 
ing. These books may be secured by addressing the ComptroUer of the Currency, as foUows: *'ComptroUer of the 
Currency, Washington, D. C." They wiU be found to contain much valuable information, both for the teacher and for 
the student, and copies wiU be furnished by the ComptroUer upon application, if the request is accompanied by a state- 
ment of the purpose for which they are to be used. 

35. BoaJPd of DirectOTS* — This body is elected by, and represents, the stockholders, and is 
vested with the management, direction and administration of all the affairs of the bank, through its 
officers. "It passes upon all paper presented for discount, authorizes all loans, appoints the officers 
and clerks, fixes their salaries, and is the supreme authority in the bank. 

37. Officers. — The officers of a bank representing the Board of Directors are usually a Presi- 
dent, Vice-President, and Cashier ; and, in addition, there are as many clerks employed as are neces- 
sary to conduct and record the business of the bank. 

38. The President is the official head of the bank, is elected by the Board of Directors, and 
exercises its authority while it is not in session. ''During his absence, the Vice-President takes 
his place, or such other person as may be designated by the Board. 

40. The CSLShieT is the chief executive officer of the bank, and upon him mostly devolves the 
internal management of the bank. He records the proceedings of the Board of Directors, signs all 
drafts on other banks, and also all notes and drafts sent to other banks for collection. He also certifies 
checks, and supervises the general routine affairs of the bank. ^^In large banks he frequently delegates 
parts of his duties to the Teller and other subordinates. 

49. In addition to these olflcers, the business of banJcs requires the services of teUers, discount, coUection, and 
exchange clerks, general and individual bookkeepers, etc. ^TThe Paying TeUer ranks next to the Osshier, and is the 
disbursing officer of the bank. ^fFhe Receiving TeUer receives aU deposits and other funds coming into the bank, and 
at the close of business, turns over aU money received to the Paying TeUer. ^^The duties of both TeUers may be per- 
formed by one person. 

46. When it is necessary to employ a number of clerks and bookkeepers, their duties are subdivided; for instance, 
when two or more bookkeepers are required, one has charge of the general books and the other of the individual 
ledger. Frequently three or four bookkeepers are employed on the individual ledgers alone. It is impossible to 
explain the subdivisions into which the work may be divided, as that matter is controUed entirely by circumstances 
volume of business, etc. 
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GENERAL LEDGER 
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DESCRIPTION OF BOOKS. 

4*2. In a work intended for reference in all parts of the country, it is somewhat difficult to describe 
the different books used in banks, for two reasons : 1st, That they vary largely in number and arrange- 
ment in different banks, depending upon the volume of business and the number of clerks employed ; 
and 2nd. That different names are applied to the same books in different parts of the country. **The 
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Depositors sometimes overdraw their accounts. Such overdrafts should be entered in red ink in the *^ Balance" 
column, and when that column is footed the overdrafts should be omitted. The sum of the overdrafts should then be 
deducted from the total balances, as shown in the above illustration. The word ^* overdrafts'' and the amount **f30.27," 
marked z in the above mustration, should be written in red ink. 
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folloving are the books of occoimt generally need : The Caeh-book (or CaBh-jouraal), General Ledger, 
Individoal (or D^)08itor8') Ledger, Disooimt Begister, Discount Tickler, Collection B^iister, GollectioQ 
Tickler, Faaeed Collection Blister, Kew Tork (and sometimeB Chicago, San Francisco, or other) 
Draft and B^mittance Eegieters, Certified Check-book, Teller's Book (or Cash Balance), Daily State- 
ment Book, and, in aome banks where the old style of Individual Ledger is kept, the Paying and 
Beceiving Tellers' Joomals (or Cash-books) are added. 

4*. Th« books bersln daacrllwd are thoM uaaallr kept hj oily banks doing an avenge bnalnesa. It mott be 
nmembered that a number of tbeae books may be, and frequently are, inb-divlded, so that a gamttr nnmber ol clerks 
esn be engaged upon tbem at one time, as Indicated In the deeorlptlon* of the dlttarent books. 

. 50. C&sb Book. — All banking basineea consists of cash transactions; that is, cash is either 
debited or credited in each transaction, therefore, the Cash-book shows the receipts of cash on the debit 
side in totals, and the payments of cash on the credit side in totals, as taken from the different books 
of original entry. "Any transaction that does not appropriately belong to any of the special books, is 
recorded directly in the Cash-book, '^n a very small bank, all transactions could be recorded directly 
in the Caeh-book, without entering them in special books. "The difference between the two sides of 
the Cash-book most at any time show the balance of cash on hand. 

M. A cash aooonnt may be kept In the Qeneral Ledger, In which case the total footings of the debit and oedit sides of 
the Cash-book shonld be posted dally, weekly, or monthly. 

BB. The Cash-book may be discarded entirely when some ot the later forma of the Ledger are naed. In tact. In 
many of our largest banks, the Teller's Book Is the only book showing the balance of cash on hand. When the Qen- 
eral Cash-book is not used, It Is neceasary to take a trial balance dally, when the diflerenae shown between the totals 
of the debits and credits In the Qeneral Ledger mnst eqnal the balance of cash on hand as shown by the Teller's 
Gash- book. 

d6> The Oenor&l L0dg6r. — This X^edger does not differ from any ordinary ledger, although 
any special style of ruling that is desired may be used. It contains all the accounts of the bank, outside 
of those of individual depositors, and receives all its entries from the Caeh-book. 

SI. The "Deposits "account In the General Ledger shows the total receipts and payments for, and the balance doe, 
depoeltors. Bee form of Qeneral Ledger, page 1S7. 

58. Individual Ledger.— Thia Ledger contains all the accounts with depositors. "There 
are two leading forms of this Ledger in use: one, which combines the use of the Beceiving and 
Faying Tellers' Cash-books, Balance Book, and the Individual Ledger, in the one book, and into 
which entries are made directly from the deposit slips and checks of the customers, and also from 
the " Proceeds " column of the Discount Register, either directly or from deposit slips for same. 
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This form is illustrated on page 186. "The totals of the "Deposits" and the "Total Checks" columns 
are transferred daily to the debit and credit sides of the Cash-book, crediting and debiting "Deposits," 
and the total of the "Balance" column shows the total amount to the credit of depositors, and must 
agree with the balance shown by the "Deposits" account in the Oeneral Ledger. 

61. The old form of IndivldaAL Ledger which is ruled like an ordinary ledger with the addition of a ^^Balanoe" 
colamn contemplates the use of the Receiving and Paying Tellers' Cash-books in connection with it, as the total 
receipts and payments for depositors cannot be ascertained from it as in the new Ledger. The deposit slips, as received, 
are entered in the Receiving TeUer's Bo6k; also the proceeds of notes discounted for depositors are entered in this book, 
as described under ^'Discount Register." The items and total amount entered in this book exactly correspond with 
those entered in the '* Deposits " column in the Ledger shown on page 186. The total footing of the Receiving Teller's 
fiook is transferred to the debit side of the Cash-book, crediting " Deposits," and each item is posted to the crtAii of the 
different depositors' accounts in the Individual Ledger. 

62. All checks paid are entered in the Faying TeUer's Book, from which the total is transferred to the credit side 
of theCash-book, debiting *' Deposits " and the items are posted to the dMi of the different accounts in the Individual 
Ledger. 
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63. Discount ReglBter. — This book is illustrated above. In it are entered all notes 
and drafts disconnted by tbe bank. **The papers should be numbered on the margin in their con- 
secntire order. "Notes bearing interest are entered for their amount; that is, the face of the note 
plus the interest, as this represents the maturity value of the note and it is upon the amount that 
the discount is calculated. "The total of the "Amount " column shows the notes or drafts discounted, 
and is entered to the debit of " Bills Discounted " on the credit side of the Cash-book. "The footing 
of the " Discount " column is entered on the debit side of the Cash-book, crediting "Discounts" 
account, and "the "Proceeds" is carried either to the credit of the party "For whom discounted" 
in the Individual Ledger, or "when paid in cash, is carried to the credit side of the " Cashier " accoimt 
in the Individual Ledger when a Cashier's check is issued, or '^hey may be carried to the credit of the 
party in the "Transient" accoimt in the Individual Ledger, when the party must draw his own check 
to secure the tnoney. 

When a transient account is kept, the date, name of the party, and the amoout, are written on a 
line on the credit side of the account^ and when the amount is paid, it is entered on the same line on 
the opposite side of the account. 

When UiB form of tbe Indtvldiul lisd^ar, lllnstntod on paga IBS, !• nwd. It li DMeasary to bave a few pogea ruled 
after the Jtyle of the ordinary Ledgtir Id the back ol the book fbr traiuieiit aooonutB. 

71. In cwTylng the proceedB to the Indlvldtial Ledger, a deposit illp may be made ont when the paper la dlscoiuited 
and entered like an ordinary depoelt Blip, or the prooeeda may be potted directly from the Dlacoont Begltter to the 
Individual Ledger. "When a Beoeiving Teller's Book la kept, either the Item^ or the total of the " ProceedB " colnmn 
mtwt be entered In that book. In order to have the proper credit In the "Depoatta" aoconnt in the Oeoeral Ledger. 
When the Items are entered, they may be poeted from this book Instead of from the Dlsconnt Kegister. 

TS. When the prooeeda are paid In caah, the nsnal cuatom la to lasne a Cashier check. "When a Cashier check 
Is paid, It la charged against the credit to the Oaahlar aoconnt for the proceeds of the note, which came from the Discount 
Beglater. 

75. DiBCOlint Tickler. — This is the companion book of the Discount Begister, and shows 
the other side of the " Bills Discounted" account. ^lu it are entered from the Discount Re^ster all 
the notes and drafts discounted by the bank, under the dates on which they fall due. The form of 
the book ia shown on page 192. "The total of the "Amount Paid " column is posted to the credit of 
"Bills Discounted" on the debit side of the Cash-book, or "as each note is paid, it maybe entered 
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directly into the Cash-book, or "the itema tosy be entered in a eeparate book kept for that pnrpose, and 
the total transferred to the Caeh-book. *°Oat of town paper, which is not reported paid on the day on 
which it is dae, is generally charged on that day to the bank to which itvas sent, thongh it may be entered 
in the Passed Collection Register and no entry made nntil a report is receiTed. 

81. The notes »nd drafts dlscotmtod are frequently sepMated m they are translerred from the DlBooiuit Ragteitt 
to the Tickler. "Those payable at home ore entered on one side of the Tickler, and thoee payable abroul are entered 
on the oppoafte page. "Thla Is dooe becanae while those payable abroad may have been collected on the day on 
which they were dne, they may not be entered nntll the report la received from the bank making the collection. "As each 
note la paid, it Bhould be ntarked " Paid and Entered " (or P SkE), In the " Bemark* " column in the Dlacoant Begiater, as 
well aa in the Tickler. 

SA. The Discount Tickler and the Collection Tickler, which will be described later, may both be combined In one 
book, or, as In many banks, their use may be dispensed with entirely, In which case the reoords contained in the Discount 
and Collection Beglsteis are depended upon for Information as to maturity, place of collection, etc, ol tlie diOerent 
notes and dralta. . 

86. It is the cnstom in many banks to file all paper discoanted, in books with pockets for each 
day of the month, having a separate book for each month. "In this way, all Qot«s falling dne on a 
certain day are placed together and may be properly taken care of on or immediately before the day 
on which they are to be paid. "This arrangement largely takes the place of the Disconnt Tickler. 
"Similar books may also be kept for paper that is left for collection. 

90. Collection Register, — la this book is entered a detailed description of all the notes, 
drafte, and other commercial paper left at the bank for coUectiou, numbered in their consecntive 
order. It is illnstrated below. "JVo entry is made from this book (exct^ting to the Tickler) until 
the paper left for oolledion is paid, when the proceeds are carried to the credit of the party for whom 
the collection was made, if a depositor, or if not, the proceeds are paid in cash. "To credit the 
depositor, it is customary to make oat a deposit slip, which is treated the same as any other deposit, 
or "the proceeds may be transferred directly from the Collection Register or the Collection Tickler, 
depending npon the forms of those books and custom of the bank, or "the proceeds and collection 
charges may be entered in a special book, generally called a Passed Collection Book, as each note or 
draft is paid, and from which is transferred the credit to the depositor. "When paid in cash, a cashier 
check is issned, which the party endorses and secures his money, or he may be credited in a transient 
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97. The collection chargea deducted when the collection is made are entered in a special colnmn 
in the Teller's Book from the deposit alip, or when a Passed Collection Book receiTea the record of all 
collections for the day, a special column for collection charges may be kept in that book. 

98. Collection Tickler, — This is the companion book to the Collection Hegister, and, when 
kept as a separate book, receives ita entries therefrom. "In it the notes and drafts left for collection 
are entered under the date on which they fall due. 

100. The Collection Begtaber and Hclder are sometimes combined In one book, In which the notes, when reoelved, 
MS entered nnder the dates on which the; tall due, Instead of under the dates on which they an received. ■■"The Collec- 
tion Tickler may be enb-dlvlded tor foreign and domestic collections the same aa the Dlsconnt Itckler. "The Collection 
nckler ma; also contain a special colnmn tor " Collection and Exchange." 

103. A. Passed Collection .Booir is sometimes kept, in which ia entered a record of all 
notes, drafta, etc., as they are collected, or aa they are reported from the banks which made the 
collections. '"The proceeds of the different collections may be carried to the credit of depositors 
directly from this book, or by deposit slips, or paid by Cashier checks, as described and explained in 
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paragraphs 67, 68, 69, 70, aod 72. "The footing o£ the *' Collection " column is transferred to the 
dMt side of the Cash-book crediting " CollecHone " acconnt. "*A11 paper entered in this book should 
be marked " Paid and Entered " or (P & E), In whatever books it was previously entered. 

107. Draft Register. — in this book are entered all drafts dravn on our correspondent 
banks, a separate book or number of pages being set apart for each bank. "'It may be combined with 
the Remittance Register, hereinafter described, if so desired, as illustrated in the account with the 
Manhattan National Bank above. '"The total of the "Amount" column is entered to the credit of the 
bank on which the drafts are drawn, on the debit side of the Cash-book, and the footing of the 
" Exchange " column is entered on the same side of the Cash-book to the credit of Exchange. '^The 
drafts should be numbered consecutively, as it will greatly simplify the checking of accounts. 

111. RemittaJlce Register. — In this book is entered a description of all checks, drafts, 
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or other commercial paper that is remitted to other banks for our credit, or received from other baaka 
for their credit. '"Each bank may have a separate Register, or eeparafe portions of one Register may- 
be Bet apart. This book is illnatrated on pages 192-3. 

The combined Draft and Remittance Register is illustrated on pages 192-3. 

113. C6Ftifi6d. Chec^ Book. — In this book are entered all checks of depositors which 
have been certified by the bank. '"Each item is charged to the party's account in the Individual 
Ledger, and "*the total is entered to the credit of " Certified Checks " account in the Individual 
Ledger, and "*when these checks are paid, they are charged against the " Certified Checks " account, 
and not against the account of the party who drew them. See illustration, page 196. 

117> TellOT'S Boole, — This is the book in which he enters all actual cash received and paid 
(not checks and other cash items), and by which he proves the balance of cash on hand each day. 
It is illustrated above. '"It shows the amount of the actual working cash of the bank. "The 
reserve funds of the bank are generally locked up in the vault and a "vault cash" slip carried to 
epresent that amoont. '"When there are two Tellers, two books are kept, one by the Receiving Teller 
and the other by the Paying Teller. '"The Receiving Teller charges the Paying Teller for all cash 
turned over to him, so that the Paying Teller's book alone will show the balance of cash on hand at the 
close of the day's business. 
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122. Bani Pass Book. — This is a little book given to each depositor at the time he opens 
his acconnt with the bank. ^"It is taken to the bank with each deposit, which is entered on the left 
hand side. "*Thi8 is really the only receipt depositors have for the money deposited, consequently this 
book should be very carefully guarded. The entry is made by whoever receives the deposit. 

125. This book should be left at the bank at least once a month to be " written up " by the bank, that is, aU of the 
depositor's checks paid by the bank are entered on the opposite, or right hand, side. >*>When the Pass Book is balanced, 
it is returned to the depositor with the oanoeUed checks. ^The balance shown by this book may not agree with the 
balance shown on the stub of the check book kept by the depositor, as aU the checks issued by the depositor may not 
have been presented for payment at the bank. ***These checks may be discovered by checking up the bank book with 
the stub of the check book. ^^The sum of the checks not yet paid, when deducted from the balance shown by the pass 
book, should equal the balance shown on the stub of the check book. >*<?hecks should be numbered, as this will greatly 
simplify the checking up of the pass book when it is returned. ^"If any error has occurred on the part of the bank in 
keeping your account, it should be reported to them at once. 

132. Some banks require their depositors to enter the number and amount of aU checks issued in the pass book 
before presenting it to be balanced. This enables the bank to prove the correctness of their account with the depositor. 
A check may be charged to the wrong account in the Individual Ledger, which would be thus discovered. 

133. Daily Statement Book. — It is the custom with most banks to make up a statement 
of each day's business, for the purpose of proving the correctness of the work for that day. This 
statement should be entered in a book kept for that purpose, as illustrated on page 196. The work 
of keeping this book may be greatly shortened by having the names of the accounts, etc., printed, 
as shown in the illustration. 

134. Continued Trial Balance. — ^A trial balance of the General Ledger should be taken 
daily by the general bookkeeper. Any of the many different forms of continued trial balance book 
may be used to advantage for this purpose. 

SPECIAL BOOKS KEPT BY THE CASHIER. 

In addition to the books that have been described, the following are kept by the Cashier, in which 
are entered the official records of the bank and its dealings with the stockholders. 

135. TTze Minute Book is a most important book in any corporation. In it are recorded 
the proceedings of the meetings of the stockholders, and also the proceedings of the meetings of the 
Board of Directors. ""This record should be complete and accurate, as the officers must look to it for 
the necessary authority to conduct the affairs of their respective offices, and in case of litigation it is 
taken as prima facie evidence for the acts of the Board of Directors and officers. '"The minutes of each 
meeting should be signed by the Secretary and also by the President. 

138. The Subscription Book, or blank, contains the subscription of each original stock- 
holder. Stock may be fully paid up, or it may be paid in installments at stated times, or at the call of 
the Board, conforming to the requirements of the National Banking Act. 

139. Stock Certificate Book. — This is a book of printed certificates of stock, numbered 
consecutively, with stubs. These blanks are filled out and issued by the Cashier to the stockholders, 
and should be signed by the Cashier and President. 

140. The Transfer Book. — In this book all transfers of stock from one stockholder to 
another are recorded, and from it the proper entries are made in the different stockholders' accounts 
in the Stock Ledger. 

141. Stock Ledger. — In this book are kept the accounts with the different stockholders. 
Each stockholder is credited with the number of shares and the par value of the stock issued to him. 
He is debited with all stock at its par value, which he transfers to others. The sum of the balances 
shown by the accounts in the Stock Ledger should at all times equal the amount of the Capital Stock 
account in the General Ledger. See illustration, page 189. 

143. Dividend Book. — This book is kept to show the Dividends declared and paid to each 
stockholder. A dividend is a certain percentage declared on the capital stock to be paid from the 
earnings of the bank. Any simple form of ruling may be used. 

143. In a National bank, a certain percentage of the net profits most be set apart as a Surplus Fund before any 
part of the profits can be applied to the pajrment of dividends, as provided for in the National Banking Act, which 
says that **ten per cent, of the net profits shall be carried to the Surplus Fund, until such Fund shall equal twenty 
per cent, of the capital stock of the bank." Any remainder in the Loss and Gain account, after the Surplus Fund 
and Dividend have been deducted, is transferred to an '* Undivided Profits " account, thus closing the '* Loss and Gain" 
account. 

144. Signature Book. — In this book each depositor writes his signature, so that checks 
and other papers bearing his signature may be compared at any time by the bank officials. 
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ANALYSIS OF DAILY STATEMENTS. 

A careful study of the following analysis is positively necessary to the understanding of the Daily 
Statement. Unless this statement is clearly understood, the learner cannot expect to attain to a clear 
understanding of hank bookkeeping. 

It must be remembered that cash is either debited or credited in every transaction affecting the 
different accounts in banking. 

t 145« OBpOBltS, — 1. The footing of this column in the Individual Ledgper shows the amount of 

cash received for the day from depositors, which has already been placed to the credit of the parties making 

the deposits. It is, therefore, a dMt to "Cash'' and a credit to "Deposits'' account in the Oeneral Ledger, 

and is always transferred to the "Receipts" column in the Daily Statement. The "Dei>o8its'' acoount in 

the General Ledger shows in totals the receipts and payments for depositors. 

2. The footing of the "Total Checks" column in the Individual Ledger, shows the amount of oaah which 

has been paid out for account of depositors. It is, therefore, a credit to "Cash" and a debit to "Deposits" 

and is always transferred to the "Payments" column in the Daily Statement. The amount as shown by the 

sum of the balances in the "Balance" column, shows the amount the bank owes its depositors. The balance 

shown by the "Deposits" account in the General Ledger must always ag^e with the footing of the "Balance" 

column in the Individual Ledger. 

Tmo^ amonnts traiuiferred from the Individual Ledger, page ISO, to Daily Statement, page 108. 

146. Bills Discounted. — ThisaccountcorrespondsezactlywlthBillsorNotesReceivableaccount 
in other lines of business. The amounts to be transferred to the Daily Statement are always found in the 
Discount Tickler or Discount Register. The footing of the column in the Discount Register showing the face 
of the paper gives the amount of notes we have purchased for the day, and is therefore a credit to "Cash" and 
a deHt to "Bills Discounted" and is always transferred to the "Payments" column in the Daily Statement. 

The footing in the Discount Tickler for the day shows the amount of discounted paper which has been 

redeemed, or for which payment has been received. It is, therefore, a deHt to "Cash" and a credit to "Bills 

Discoimted" and is transferred to the "Receipts" column in the Daily Statement. 

When the cash received in jMyment of paper discounted is entered in the Cash-, or any book other than the Tickler, 
the amount most be transferred from that book to the Daily Statement. 

Trace transfers of footings from the Discount Register and Tickler, page 191-2, to Dally Statement, page 196. 

147. Disco un t ( or In tOTSS t) . — The footing of this column in the Discount Register shows the 
amount of cash received for the use of money given on paper discounted. It is, therefore, a dd>it to "Cash" and 
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a credit to '* Discount '' and is always transferred to ^* Receipts'' column of the Daily Statement from the 
Discount Register. 

Trace transfer from DlBcoimt Register to Daily Statement. 

148. DeiZl&lld L03>I18,—ThiB account is exactly similar to the ''Bills Discounted" account. 
The amount of demand paper received is transferred daily from the Discount or Demand Loan Register to 
the '' Payments" column of the Daily Statement. As the paper is payable on demand', no Tickler is kept; 
consequently, all receipts for account of Demand Loans are transferred directly from the General Cash- 
book to the " Receipts" column in the Daily Statement. 

149. Collection Bud ExchaJlgO. — All such charges to customers and others are a debit to 
'' Cash " and a credit to this account, and are transferred to the '' Receipts" column in the Daily State- 
ment, except when paid by our bank to other banks, when it is a credit to '' Cash " and a debit to '' Collec- 
tion and Exchange," and is entered in the '' Payments" column. 

Items for this account may be entered in Bpeciflj oolmnns in any book where such columns may be found con- 
Yenient. However, in the arrangement of books shown herewith, these items are entered either in the Draft Register 
or In the Teller's Book. No matter in what book they are entered, they most be transferred to the Daily Statement, as 
indicated above. 

Trace transfer of totals from Draft Register, page 193, to Daily Statement, page 196. 

1 50. GeUOrO,! CSiSh Items are those which do not properly belong to any of the special books, 
and are not included under any other heading in the Daily Statement. They are usually entered in the 
Daily Statement in totals from the General Cash-book and on the same side. They include all items 
charged or credited to other banks with whom no account is kept in the Remittance Register. 

Trace transfers from General Cash-book, pages 188-9, to Daily Statement, page 196. 

151* CleSLTing Souse. — All checks on hand payable at other banks in the city are held at the 
end of the day's business as cash, that is, cash has already been debited /or them in accounts which Tune been credited. 
To equalize the receipts and payments for the day, their amount, taken from the '' Lists From " column of 
the Exchange Lists Statement, is entered in the ''Payments" column of the Daily Statement, opposite 
*' Lists To" Clearing House. Technically, the Clearing House is debited, but inasmuch as, according to 
Clearing House rules and regulations, differences are paid daily in cash, no account is kept on the general 
books with the Clearing House, that account being shown on the Clearing House Lists Statements for each day. 

All checks received from the Clearing House each day are charged to their proper accounts, which 
credits cash for that amount. To equalize the receipts and payments for the day, their amount, taken 
from the ''Lists To" column of the Exchange Lists Statement, is entered in the "Receipts" column of 
the Daily Statement, opposite " Lists From " Clearing House. 

In making up the Daily Statement, however, it must be remembered that the footing of the " Lists 
To " column of the Exchange Lists Statement is entered in the Daily Statement on the day following that 
on which is entered the footing of the " Lists From " column of the same statement. 

15!3. Remitt&JlCe Register* — This book contains the accounts with all regular correspon- 
dents. Each bank is charged for all payments made to it, and credited for all receipts. Therefore, all 
items appearing on the debit side of any bank's account is a credit to " Cash," and the total must be entered 
in the " Payments" column in th6 Daily Statement; and all credits to banks in the Remittance Register 
are a ddnt to " Cash," and the totals must be entered in the " Receipts" column of the Daily Statement. 
Trace transfers made from Remittance and Draft Registers, pages 192-3, to Daily Statement, page 196. 

153. Excess of CBSh Receipts or PajrjnentS.—Anj excess of cash receipts over pay- 
ments, as shown by the Teller's Book for September 1, has caused a corresponding increase in the total 
receipts, as shown in the Daily Statement for September 1. In order to equalize and prove the statement, 
it is, therefore, necessary to plade the excess of cash received on the credit side of the Daily Statement, as 
illustrated in the Statement for September 1. 

In like manner, an excess of cash payments over receipts, as shown by the Teller's Book for Septem- 
ber 6, has caused a corresponding deficiency on the debit side of the Daily Statement, and the amount of 
such excess in payments is therefore placed on the debit side of the Daily Statement, as shown on the State- 
ment for September 6. 

Tnce above transfers to the Daily Statements. 

154. After the Daily Statement has been proven each day, the totals from the different books of 
entry which have not yet been entered in the General Cash-book are transferred to that book, as indicated 
on ttie Daily Statement. The items shown in the Cash-book, must, therefore, agree with those shown 
on the Daily Statement. 

Trace items from Daily Statement, page 196, to the General Cash-book, pages 188-9. 

155. The difference between the two sides of the General Cash-book shows the balance of cash on 
hand. If correct, this balance must equal the cash on hand, as shown by the Teller's Book, plus Clear- 
ing House checks on hand, as shown by the Clearing House Statement. See illustration of General Cash- 
book, page 189. 

Trace items from Clearing House Statement and Teller's Book, page 194. 

156. The above suggestions are offered for the careful consideration of the student, in connec- 
tion with his own analysis of the different statements as shown above. Careful comparison and observation 
will soon develop a clear understanding of the functions of the different accounts and the equilibrium of 
debits and credits in connection with each day's business, as shown by the Daily Statement, as well as 
the final results shown by the General Cash-book and General Ledger. 



198 



AMERICAN NATIONAL BANKING. 



CLeARINO Housa 

EXCHANQE LISTS STATE.MENT. 

Lists from American National Bank 



BANKS. 



Natlanl.| 



GMNttCo.Bnk, 



I. 

fl. Aimticiii EKcfaif^ 

y CaotiMatal Natkad^ 

4. Cntnl NaiIomI. 

5. GciMM Nadeaal, 
«b Ckifctt^ 
7. Ckjr NttioMi, 
9, Orovera Natieaal. 
9. Esduoffi, Mtfchnli Lom A TnM Oik 

to. Fifth Natioul, 

II.. PlmNationli 

It. 

13. 

i4> w€f™iB AnvmMt < CcnoMU*. 

15. Utmuhaoufn A Tnden, 

i«. McfchuM Nitloaal. } '*'^"co.f'***"' * 

17. MctiopoUunNMioBd. | Lw^l'lMfc * AiMl^^ 

iS. Mtrcaatik NMional. 

19. Natieu! Exehugc. 

la NaiioMl Brak of Nofth AaMfki. 

'ki. Natieoal Ckjr. 

•a. NatioiMl Bank of the Rcpabic 

tj. NatioMl Bank aT 

14. Piuk Naciond, 

15. Peoples National. 
a6. Scvcath National. 
tj. Tbird NatfaMMl, 
■•. Tradcf* National, 
•9^ Union National, 
90. Wcatcrn National, 
)i. American National 



LISTS PBOM 







iW 



%&V 



fxri. 



LISTS TO 



VX 



/f4^ 



/7 



3^ 



Oil 



H^fjy 






f' 



rt9 



TWi 



J^fL 



V 



The Clearing House 
Systeivi. 

157a A Clearing House is an 
association of the banks of a citv. 
organized for the pnrpose of f acili- 
tating the payment of such checks 
and other cash items as are re- 
ceived by the different banks, 
and which are drawn on, and 
payable at, other banks in the 
same city. 

158. The organization of a 
Clearing House consists of a sim- 
ple agreement between the banks, 
to meet, through their representa- 
tiyeS) at a certain time and place, 
to exchange checks and other 
bank vouchers and to pay the dif- 
ferences in cash. The main object 
is to avoid the necessary time and 
risk required by the old plan of 
each bank sending its runner to 
all the other different banks in 
the city to make these collec- 
tions. 

159. The blank forms used bv 
the different banks in connection 
with the Clearing House vary in 
number and form in different 
cities, but are uniformly simple 

and easily understood. They generally consist of an Exchange Slip, a Check Ticket, a Credit Ticket, 
an Exchange Lists Statement, and a Balance Ticket, the last named being issued by the manager of 
the Clearing House. 

160. The sessions of the Clearing House are held daily at a 
stated hour, generally 10 o'clock in the morning. The different 
banks list all paper for the Clearing house on the evening of the 
day prior to the one on which they are presented at the Clearing 
House, although it is customary to make such additional entries 
for any paper that may come in in the morning's mail as may be 
necessary. Each bank which is a member of the Clearing House 
is assigned a number and has its separate Exchange Slip with its 
number printed in bold type. See illustration. 

161. The checks drawn on each of the other banks in the 
Clearing House are sorted, and entered on the proper Exchange 
Slips. These Slips are then footed, and the totals entered on a 
Clearing House Statement in the '^lists From" column, on the same 
line with the corresponding number and bank. When this has been 
done, a Check Ticket (see illustration) for each bank is filled out 
with the total amount shown by the Exchange Slip for that bank, and were added, 
and is pinned to the Exchange Slip and package of checks. The ''lists From" column of the Ex- 
change lists Statement is then 
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footed, and a Credit Ticket (see 
illustration) is filled out with the 
total footing of the column. The 
checks and statement are now ready 
for presentment at the Clearing 
House. 
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163. It 18 DOW custom- 
ary for each bank to eend 
two clerks to the Clearing 
House, known as a messen- 
ger and a settling clerk. 
As each messenger enters 
the Clearing House, he de- 
livers his Credit Ticket at 
the manager's desk. The 
settling clerk takes his place on the inside of a long connter in his proper place as designated 
by the number of his bank, with his messenger on the opposite side of the counter. Promptly at 10 
o'clock the line o£ messengers passes to the right, each with the package of checks with Exchange 

Slip attached, which he de- 
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livers to the different set- 
tling clerks as he comes to 
them. The work of the 
settling clerk, as he receives 
each package, is to enter 
the amount shown by the 
Exchange Slip in the "Lists 
To" column of bis Exchange 
Lists Statement. When the messengers have passed entirely around, each settling clerk foot* the 
"Lists To" column, and then finds the balance due to, or owed by, his bank. While these exchanges 
are being made, the manager has been preparing the general Clearing House Statement, from the 
totals on the Credit Tickets presented by each messenger on entering the Clearing House. Each 
settling clerk now calls off the footings of the "Lists To" 
column on his statement, which the manager enters on his 
statement opposite the credits for each bank. He then strikes 
a balance, and issues to each settling clerk a Balance Ticket 
(see illustration) showing the balance due to, or owed by, each 
bank, which must agree with the balance shown on Exchange 
Lists Statement. The settling clerk and messenger now return 
to their bank, and if their statement for the day shows a bal- 
ance due to the Clearing House, they at once send that amount 
in cash to the manager, who makes up the amounts due creditor 
banks in different packages, ready to be handed to the messen- 
gers at 1.30 p. H., which closes the transactions of the Clearing 
House for the day. 

163. It is customary in some Clearing Houses to issue 
Clearing House Certificates in payment of balances. These 
Certificates are passed between the banks as currency. 

164. Thus it will be seen that the Clearing House may handle thousands of dollars dally in 
settling the exchanges between the banks, but that each evening it has no cash on hand, as it pays out 
to creditor banks just the amount received from debtor banks. 

165. The Clearing House system is one of the remarkable features of our banking system. It 
uol only fully meets the requirements for which it was originated, but acts as a safeguard against 
financial panics and loose business methods. It is a positive check on the speculative tendencies of 
financiers, and has prevented many a financial crisis. 
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